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The President of Swingline 
Owes Secretaries this Apology! 


Our face is —and deservedly so! There you are, each 
day busier than the last, bothered with a million little 
details from collating the boss’ latest tome to fastening 
tags to his gifts for his wife—and here we are, the world’s 
largest manufacturer of staplers for home and office use 
—and we’ve never really given you the opportunity to try 
all the wonderful equipment we have to offer so that your 
job could be so much easier! Frankly, we’re ashamed. 


In fact, we feel even worse when we stop to realize that 
we make a stapler for your every possible office need — 
even that special one you’ve wanted that made the office 
purchasing agent cry: “If you can find it...you can have 
it!” For ¢xanrple, we have that marvel of marvels, the 
completely automatic electric stapler that requires only 
a feather touch to turn out tons of fastening work. If you 
want a master desk stapler, our No. 4 holds 210 staples — 
loads in a breeze thanks to our exclusive open channel. 
The No. 3 is a shorter desk model...the No. 27 a rugged 
one—and you can have it with your company’s name im- 
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printed on it, too. Want versatility in action? Our No. 77 
does a 4-in-1 job: staples, tacks, pins, fastens and stores 
500 staples. One-girl office? We’ve designed the No. 99 
specifically for the smaller office—yet it holds 105 staples 
for ready action. 


And, remember...only SWINGLINE staplers guarantee 
split-second loading, jam-proof performance! There are 
exciting Jeweltone colors to choose from, ultra-modern 
designs to make yours the prettiest desk anywhere. And 
you can tell that purchasing person they’re all sensibly 
priced, too! 

But trying is believing —and we’ve neglected you too long. 
So, why not call us today —or ask your purchasing person 
to do it. We’re ready to discuss all your stapling needs 
and problems with you—at length!—and prepared to send 
you the staplers that will answer your individual needs 
for a FREE 10-DAY TRIAL. No obligation, of course. 


Just ask for the man with the face. 
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LONG ISLAND CITY 1,N. Y. 


in Canada: Saxon Office Equipment, Ltd., 156 Evans Avenue, Toronto 14, Canada * World's Largest Manufacturer of Stapies for Home and Office 





“| WAS FAILING SHORTHAND... 
UNTIL | DISCOVERED— 


DICTATION DISCS*’ 


Amazing New Method 
Guarantees to Increase 
Your Shorthand Speed 
—Get Higher Grades, 
Boost Your Salary! 





15 Minutes Dictation Disc 
Dictation On Each Records Available 
45 RPM Record in All Speeds! 


Here’s the quick, easy, modern way to develop shorthand speed and 
accuracy! You practice at home, in spare time by listening to amazing 
new Dictation Disc Records — available in all speeds. 


More Shorthand Speed Means More Money For You! 


Thousands have used this effective method and increased their writing 
efficiency, poise and confidence as much as 50%! Big pay raises come auto- 
matically with higher shorthand speeds. Read what the experts say about 
this practical, inexpensive way to improve your skill. Start right now to 
boost your earnings as you build your shorthand speed by putting this 
remarkable system to work for you. 





Look What These Experts 
Say About This 
Wonderful New System 


Send No Money! Mail The Coupon Now! 


Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Dise just for you. Check below the ones you want. Send no 
money — just the coupon. On arrival pay price indicated plus COD and 


**The key to shorthand speed is regular dictation prac- handling charges. Or, enclose cash, check or money order now and we will 


pod yy age 4 ys gene 4 ship your records postpaid. Either way — this method MUST do every- 
precise and clear manner in which they are dictated thing we say it will or you may return records in 10,\days for full refund. 
makes easier the climb to greater shorthand speed.’’ Mail the coupon now! 


William Cohen, World's Shorthand Champion 
(280 wpm for 5 minutes) 





‘In my estimation the dictation system of develop- 
ing speed is the best have ever seen,’’ 
Thomas Cele, Chairman, Committee on Professional Education 


N. Y. State Shorthand Reporters 


NEW SPECIAL VOCABULARY SETS 


Special Set No. 38 comprises 31 dif- | Special Set No. 39 con- 





ferent business letters containing 2,442 tains more than 2000 
‘‘Your dictation records are made to order for the repetitions of the BRIEF FORMS and repetitions of the 500 
teaching profession. They ease my chores and make the 572 repetitions of the PHRASES, dic- | COMMONEST WORDS 
Students’ work more enjoyable sy roviding gradec : - * . P ° 
dictation in 1-minute spurts, the hin +4 have been tated in speeds of 60, 70, 80 and 90 dictated into 31 different 


phenomenal!” WPM. Each of the four records con- 


letters, also in speeds of 
tains every brief form. 


60, 70, 80 and 90 WPM. 


Dictation Dise Ca Pinar nng Y. o 
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DICTATION DISC COMPANY 
170 Broadway, Dept. TS-3 
New York 38, N. Y. 


Paul Simone, Author of ‘A Stroke in Time"’ 
Instructor, Columbia University 

















ALL RECORDS PREVIEWED 
TRANSCRIPTION KEYS NOW AVAILABLE 
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DOUBLE SETS COST LESS AND YOU BUILD MORE SPEED 
78 rpm—$5.25 per set 
C) Set No. 61 
60, 70, 80, 90 
3 records—2,500 words 





45 rpm 4-record sets $5.75 ea. 


() Set No. 38 C) Set No. 41 


[) Set No. 44 
60, 70, 80, 90 60, 70 


, 80 100, 110, 120, 130 
4 records—7,000 words 


[] Set No. 50 


Please send me the records indicated. 
On arrival I will pay price indicated 4 


plus COD and handling charges. I 


[] Set No. 62 
90, 100, 110 
records—brief forms 3 records—3,000 words 


4 records—32 different 
& phrases, 31 different 


letters. 4,000 words of 





[_] I enclose full payment now, please 
ship records postpaid. 


NAME 





ADDRESS 





CITY _IONE___STATE 
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March, 1960 


4 records—500 common- 
est words, 31 different 
letters, 3,426 words of 
dictation 


( Set No. 40 
40, 50, 60 


4 records—32 different 
letters, 2,500 words of 
dictation 


4 records—32 different 
letters, 5,000 words of 
dictation 


C] Set No. 43 
100, 110, 120 


4 records—3! different 
letters, 6,000 words of 
dictation 





ANY 2 COMPLETE SETS (45 RPM) $9.95 ea. 


a 3,570 words of dictation Legal Dictation — - - 
must be delighted or may return rec- parce 8 senaeeeel ea 1 Complete Course 
; ] of legal dictation, on 78 rpm......$14.50 
ord(s) in 10 days for full refund. am ts inon ai of ae ie . cans a. oe 
&0, 70, 80, 90 oS, SS, WSS prerue: nen Preach 


(CD Complete Course 
on 45 rpm......$18.75 
Includes Sets 41, 42, 43, 
and 44—i6 records, 119 
all different business 
letters . . . 25,00 
words of dictation, 5 
different instructors. 


[] Same as above, 


but including Sets 
No. 38 & 39 $26.75 
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33% LP $8.75 per set 
CL) Set No. 71 
60 to 100 
2 records—7,000 words 


() Set No. 72 
90 to 130 
2 records—10,000 words 


C) Complete Course 
on LP $16.50 


4 records—60 to 130 
wpm 


















JOB HUNTING... 

can be a worth-while experience or a 
losing battle, a time of fun or 
frustration, a chance to carve your 
proper niche in the business world 
or get yourself mired in a going- 
nowhere routine. It all depends on 
your abilities and your attitude. 

To help you develop both, we’ve 
turne.: this month’s pages into a 


Job Hunter's Notebook. 


FIRST STEP... 

in many a job hunter's program is 
taking out the trusty typewriter and 
composing a letter to “Dear Mr. 
Employer .. .” But what comes after 
the salutation. “Tis puzzling, we 
admit—till you read Jacquelyn 
Wentzel’s article. 


ANOTHER WRITING PROBLEM... 
crops up with the résumé. How do 
you go about putting your best 

foot forward? What business 
experience do you stress? Should 

you mention hobbies, school activities, 
social graces? Peggy Rollason 


supplies the answers. 


THE WORKING WIFE... 

has special problems all her own. 
She must juggle—harmoniously— 
two separate worlds, that of the 
office and that of the home. She 
must please a boss, a husband, and 
herself. And if she has children 

her difficulties mount. You'd 

think that most women would prefer 
staying home . . . but just about 
three-fourths of the feminine 
working force is composed of married 
women. Why are they working? 

Is it “For Love Or Money”? 


i — 

how to win plaudits at “The Time Of 
Direct Communication”... 

how and why to use an employment 
agency ... 

survey of Chicago secretaries... 
information on what’s available—for 
how much— in secretarial circles 
around the country... 
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Character in search of a job... 
timid, unfriendly, secretive (nobody 
can give him any advice). Sound 
like you ... or do you resemble our 
cover girl—poised, communicative, 
well advised? We favor the latter 
approach, hence this issue. 





SUBSCRIPTIONS: Send subscription correspondence and change of address to 
Subscription Manager, Topay’s secretary, 330 W. 42 Street, New York 36, 
N. Y. Subscribers should notify publication promptly of any change of address, 
giving old as well as new address, and including postal zone number, if any. If 
possible, enclose an address label from a recent issue of the magazine. Please 
allow one month for change to become effective. 


Postmaster: Please send form 3579 to Today’s Secretary, 330 W. 42 St., New 
York 36, N. Y. 














TODAY’S SECRETARY 


t 


ny 








pa 7 4N =) 6) SO SSeS Girolam BA OF-1 maal— 


Rpust ~ LAS VEGAS 
PLUS °2500 CASH! 


Enjoy sunshine, excitement and fun while you relax in 
urious Stardust Hotel the world's largest res« 
the world’s greatest floor show 


splendor at the lux 


wrt hotel presenting 


LE LIDO DE PARIS REVUE OF 1960! 


Pay Eagles E Lxciting Quality Control‘ Numbers Game 


25 ADDITIONAL PRIZES FOR RUNNERS-UP! 


25 FAMOUS POLAROID LAND CAMERAS! 
This is the famous HIGHLANDER Model 80-A that 
gives you crisp, wallet-size pictures in 60 seconds! 
Load it with Polaroid’s new 3000-speed film and you 
can click perfect snapshots INDOORS without flash- 
bulbs, day and night! Simply snap the shutter and 
lift out your picture a minute later! 


Se . 
Look for these Lucky 
QUALITY CONTROL NUMBERS 


These numbers are stamped on the back of 
thousands of Eagle MIRADO and VERITHIN 
pencils now in circulation. 


Anyone Can Win! 


THIS IS NOT A CONTEST! 
NO ENTRY FEES! 
NOTHING TO WRITE! 


@& EAGLE MIRADO'174 @® Wii) 


16127 eccxor EAGLE “MIRADO* 


(ALL GRADES) 


IG1222 s2cx0- ard hetomchad Ti HIN" 


(RED and BLUE) 




















Give the Eagle MIRADO or VERITHIN pencil stamped 
with the lucky number (or a simple hand-drawn out- 
line of either pencil copied from this ad) to any author- 
ized Eagle dealer or his salesman. He will register your 
entry with us... in your name... and you'll be in on 
the drawing for the Grand Prize or one of the 25 


Employees of Eagle Pencil Company and their advertising agency, as 
well as Eagle Dealers are not eligible for the consumer prizes. This 
game is valid in the United States of America only, except in the 
states which prohibit such games by law. 


START TODAY! EAGLE PENCIL COMPANY'S QUALITY CONTROL 
NUMBERS GAME ENDS MAY 1, 1960. 





What Eagle’s Positive Quality Control Means to You! 


valuable Polaroid Land Cameras. 


No entries valid after May 1, 1960. Prize drawings will be held on 
June 1, 1960. Winners will be notified by mail by June 15, 1960. 


NEW YOR K LONDON 





The Quality Control Numbers 
stamped on the back of all Eagle 
MIRADO and VERITHIN pencils 
enable us to check and control 
maximum quality standards 
every step of the way. From the 
raw materials that go into these 
world-famous pencils to their 
final packaging, Eagie’s Positive 


Quality Control tolerates no 
sub-standard pencils. It assures 
you of superior writing perform- 
ance from every Eagle MiIRADO 
and VERITHIN pencil you — 
That's why these two Eagle pen 
cils are the largest-selling o fice 
pencils in the world 





TORONTO 


EAGLE PENCIL COMPANY 


MEXICO 


inter Danbury ecticut 


YONEY BOGOTA 














Carbon Typewriter Ribbons of MYLAR’ 
give cleaner, sharper impressions 


... Save time, cut costs! 


You get sharper, print-like impressions on your corre- 
spondence and offset copy by using carbon ribbon made 
with Du Pont “‘Mylar’’* polyester film. Sharp, clean im- 
pressions are made from ribbons of ‘“‘Mylar’’ even with 
light pressure from the key of the machine. 

You get up to twice the typing time without changing 
the ribbon. That’s because ‘“‘Mylar”’ is thin . . . you get 
more carbon ribbon of “Mylar” on a standard 4” reel. 
““Mylar’’ is tough . . . helps eliminate breakage problems, 
saving you valuable time and money. 

Ask your supplier today for a reel of carbon ribbon 
made with ‘‘Mylar”’! For information on other stationery 
items made with ‘“‘Mylar” write E. I. du Pont de Nemours 
& Co. (Inc.), Film Dept., Room T-3, Wilmington, Del. 


® REINFORCED SHEETS 
® INDEX-CARD HOLDERS 


® SHEET PROTECTORS 
® LAMINATE FILM 


*** Mylar” is Du Pont’s registered trademark for its polyester film. Du Pont 
manufactures the base material ‘**Mylar’’—not finished carbon ribbons. 


DU PONT 
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BETTER THINGS FOR BETTER LIVING 
e « «THROUGH CHEMISTRY 


MYLAR 
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This is how easily you clean 
typewriter keys with wonderful new 
"SCOTCH" BRAND Typewriter Cleaner! 


No messy liquids to stain or 
spatter, no putty under your 
fingernails. Just roll this clean, 
dry sheet into your typewriter, 
pink side up; strike each key four 
or five times. The job's done in 
three minutes--and your next 
typing will be sparkling clean! 





Three full-size sheets cost just 
98c; they're perforated so you can 
tear off used portions and throw 
them away. Better call your 

office supplier now! 
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No vanishing dictation on a DICTABELT” 


The bewildered young lady in our picture is trying to 
transcribe dictation that is lost forever. It isn’t really her 
fault ...or her boss’s, either. 

Some dictating machines use invisible recording media. 
It’s too easy to erase and you can’t see it. 

The Dictaphone Time-Master® dictating and tran- 
scribing machines use the unique, red Dictabelt. You can 
see the dictation, and find your place immediately. It just 
can’t be erased accidentally. 

And Dictaphone Time-Master is so easy to use it'll save 
you hours of retyping and overtime. Ask your boss to try a 
Time-Master and see how much time he will save, too. 








Di h: 
THE SHORTEST DISTANCE BETWEEN IDEA AND ACTION... ctap one CORPORATION 


Dictaphone, Time-Master, Dictabelt are registered trademarks of Dictaphone Corp., 730 Third Ave., N. Y. 17, N. Y.; 204 Eglinton Ave. E., Toronto, Canada; 17-19 Stratford Pl., London W. 1, England 
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Mozart Forever. Musicians, musical secretaries, and 
other varieties of the species human being can 
relax. The machine that might have altered history 
flubbed its chance. [Illiac, a computer housed in 
the University of Illinois,had its twenty-five- 
minute “Suite for String Orchestra" premiered in 
Chicago recently. Audience reaction--unenthusiastic. 
Lejaren A. Hiller, a music professor at the school, 
said his mechanical confrere might even write a 


symphony, but it would almost certainly be “an 
undistinguished work." 


The Man of the Year Says the annual financial supple- 
ment of the New York Times was a man of many faces 
but no name. He was the business executive who 
juggled strikes, tight money, and foreign competi- 
tion to come up with the right answer--in dollars. 





Sh-h-h-h-h... AS office noise goes, So goes the tran- 
quilizer industry. To reduce strain and pill con- 
Sumption, try these. (1) Avoid screaming across the 
room. Use a memo. (2) Begin no processions to the 
supply room during office hours. (3) Muzzle the 
phones with voice-softeners. Ditto yourself. (4) 
Replace or revitalize ancient machines that clank, 
wheeze, or clatter from age. (5) Remember rugs and 
drapes can deaden sound as well as decorate. (6) 
Check doors for noise. No Inner Sanctum, please. 


The American Cancer Society expects 100,000 deaths 

from cancer among the labor force in 1960. In addi- 
tion, some 175,000 new cases will be found. These 
men and women will lose income totaling about $150 
million while U.S. industry will lose 20,000 man 
years of work by the year's end. Only solution--or- 
ganizing a cancer detection plan among businesses 
and local hospitals. Some companies doing this: The 
Ford Instrument Co., of Long Island (a division of 
Sperry Rand Corp.), Pratt & Whitney Co., Inc. of 
Connecticut, and West Point Manufacturing of Vir- 
ginia. Their reason? Early diagnosis and treatment 
could have saved 25 per cent of all who now die. 


FOR THE SECRETARY of the sixties predictions to file 
away with those letter carbons. From the brotherhood 
of benevolent crystal gazers then...FAMILY INCOME 
will average $9,000 a year as compared to $6,600 now 
-»eAVERAGE WORK WEEK will be down from current 40.3 
hours to 37.5...FASHION FOR WOMEN will stress dyed 
tresses, wigs to match each outfit...And at the end 
of that first successful rocket trip, a new boss for 
the secretary--that elusive "Man in the Moon." 


March, 1960 








Here's Your GUIDE 


o REAL 
WESTERN 








Names, 
locations, 
rates for over 
100 ranches! 
Mail coupon 
today! 
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e@ Enjoy an authentic Dude 
Ranch vacation... exciting, 
relaxing fun amid scenic splendor you'll 
always remember! 

e You’re an honored guest on a western 
ranch—and “‘one of the gang,” too. You 
can ride to roundup, explore mountain 
trails, fish for fighting trout, or just relax. 
And the authentic Western environment 
includes campfire harmonies, ranch-style 
food, and the easy-going comradeship of 
wonderful people. Come with your family 
... bring a pal... or find one here! 

e@ Mail the coupon now for Burlington’s 
free illustrated Dude Ranch booklet— 
where to go, what to take, what to wear, 
what you’ll do, what it will cost. And re- 
member—for a real Western vacation... 
Go Burlington to the land 
of boots ’n’ saddles! "SWE 


For interesting, helpful Bur ington 
booklet, mail coupon now 
r-s¢-------- Route | 

BURLINGTON —— - 
TRAVEL BUREAU 
Dept. 423, 547 West Jackson Bivd., Chicago 6, Il. 

Please send me your illustrated 
booklet on Dude Ranches in Colorado, 
Wyoming and Montana. 





Name 





Address 





City Zone____ State 
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BLACK MAGIC in N 


Exquisitely reflecting your skill; hand- 
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somely reflecting the prestige of the execu- 
tive and firm you type for. Old Town’s 


M/PR Ribbons give your typing sharp, 


uniform-black, opaque beauty. 


Exceptional results are yours because 
of M/PR’s thin, no-break, no-tear, extra 
long *MYLAR plastic film inked with an 
exclusive Old Town formula. M/PR Rib- 
bons are unexcelled for distinctive corre- 
spondence, original copy on masters for 
offset reproduction and on Xerox copy; 
for copying work on all wet or dry copying 
equipment. There’s an M/PR Ribbon for 
every type of machine with a carbon rib- 


bon feeding attachment. 


*Reg. T. M. E. I. DuPont Co. 


Ask your office manager or stationer for 
an Old Town M/PR Ribbon. You'll be delighted! 




















OLD TOWN CORPORATION 
Established 1917 


750 Pacific Street, Brooklyn 38, N. Y. 





ONCE UPON A WALL 


—NOW ONE 
upon a 
alesk 






Portable—in 4 colors: 


Right instep with modern | Blve 


offices the Boston Cham- | Green 
Zen Portable Pencil Sandtone 
harpener saves time... | Gray 
builds efficiency. 
Order today from your | Peas 
local stationer. eaal 





C. HOWARD HUNT PEN CO., CAMDEN 1, N.J. 
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FREE 


STARLIGHT 
CASE and FRAME 


with every order 


From Your Own Favorite 
Photo, Snapshot or Negative 


25 "4 
or SO ror #2 


plus 25¢ shipping 





Friendship Photos’ excitingly new different Shadowbox 
Prints with deep sunk embossing and softly rounded 
corners add subtle glamour to that treasured snapshot. 
Prints are wallet size 244" x 3%". Satisfaction guar- 
anteed. Order today. 
EXTRA BONUS — FREE WITH EACH $2 ORDER 
4” x 6" Princess Portrait enlargement. 
= we ee 
Friendship Photos, Dept. F-15, Quincy 69, Mass. 
Please send me: 
25 “Shadowbox” Friendship Photos, from one I 
pose ... $1.25 enclosed. Also send Free Stariight 
Case and Frame. ] 
50 “Shadowbox” Friendship Photos, from one 1 
pose ... $2.25. Also send Free additional Princess 
Portrait Enlargement and Frame. ] 
1 enclose photo, snapshot or negative which you will 
return unharmed. My money back, airmail, if I'm not I 
completely satisfied. I 
! 
1 
1 
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Q. When addressing a letter to the prin- 
cipal of a school, is the following proper? 
Mr. John M. Palmer, Principal 
Woodrode High School 
Memphis. Maine 


A. Your form of address for a principal 
of a school is entirely correct. 

A title should precede the name of 
every person to whom a letter is ad- 
dressed. If the person has no special title, 
such as Professor, Doctor, or Honorable, 
then Mr. (or Mrs. or Miss) should be used. 

Principal is an executive or business 
title rather than an academic or honorary 
one and is included after the name to indi- 
cate the official position of the addressee. 





QV. What is the correct salutation for a 
letter of application when one does not know 
the name of the personnel director? May 


one say. “To whom it may concern” ? 


A. If the writer of a letter of applica- 
tion does not know the name of the 
personnel director of the company to 
whom she is writing. the letter should be 
addressed to the company, Aftention 
Personnel Director. The salutation, then, 
would be Gentlemen. 

The line “To Whom It May Concern” is 
used on general letters of recommenda- 
tion. This line is more often used as a 
heading than as a salutation on such 
letters, no regular salutation or compli- 
mentary closing being used. 


Q. A co-worker uses only first initials 
when typing the identifying marks in her 
letters: for example. e:b. Is this correct? 


A. Although an employee may address 
her employer on a first-name basis, this 
practice should not be carried over into 
business correspondence. 

However, it would be acceptable if the 
last initial of both people were to be used 
instead of the first initial. 
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Q. When a date consisting of day, month, 
and year (January 1, 1960) appears in a 
sentence, is the year always followed by a 


comma 7 


{. When the day, month, and year are 
used in a sentence, no comma should 
appear after the year if another punctua- 
tion mark is required immediately follow- 
ing the year; for example: 

The following rule will go into effect 
on January 1, 1960: All employees 
W ho. eee 

The next dance will be held on May 
30, 1960—Memorial Day. 

The gross profits for the period ended 
December 30, 1959 (our first year of op- 
eration), exceeded our expectations. 

Normally, however, a comma follows 
the year. It should be noted that in the 
last of the preceding illustrations, while 
the comma did not follow the year, it was 
inserted after the closing parenthesis, 
which terminated the interruption. 


QO. When using “Sincerely” in the compli- 
. 
mentary closing of a letter, is it necessary 


to include “‘yours” ? 


{. In business letters, yours should al- 
ways be included in the complimentary 
closing, but in personal and informal let- 
ters the word may be omitted. 


Q. Is it ever correct to use the expression 
appreciate it if? For example: “I would 
appreciate it if you would send me litera- 


ture on this subject.” 


{. Appreciate it if is not considered 
good form as the it in the phrase has no 
intecedent. A preferable restatement of 
the sentence would be: “I should appreci- 
ite your sending me literature on this 
subject.” 

It would be better, however, to avoid 
using appreciate in the sense of express- 
ing thanks or gratitude. Your sentence 
could well read: “I should be grateful if 
you would. .. .” 


March, 1960 9 


ACCO MAKES FILES 





% 


No more frantic searching for papers he took out 
of the file! Acco-bound papers stay put in boss- 
proof, spillproof folders. Saves re-filing...and 
worry. Finding’s faster, files neater. Firm, durable 
folders stand straight, save drawer space. Speedy 
transfers—old file slides out, new fastener slides in. 


ACCOBIND 


GENUINE PRESSBOARD FOLDERS 


ASK FOR ACCO’s new booklet 
“Ideas That Save Time and Space” 
—available free at office outfitters. 


Or write: ACCO PRODUCTS, 
A Division of Natser Corporation, Ogdensburg, N. Y.- In Canada: Acco Canadian Co., Ltd., Toronto 
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). Is the pronoun myself correctly used 
in the following sentence: “Thank you for 
the dinner you held for Dave Thomas and 
myself” ? 


A. Uncertainty over the use of the self- 
ending pronouns is a common experience. 
These pronouns are correctly used: 

1. To emphasize or intensify a noun 
or a pronoun already expressed. 

The director himself arranged the 
program. 
I will write to her myself. 

2. To reflect the action expressed by 
the verb back on the subject. 

He found himself the only one in 
favor of the motion. 

These pronouns should not be used in 
place of simple personal pronouns. 
Thus, your sentence should read: “. . 
held for Dave Thomas and me.” 


Q. After my boss has dictated a letter, he 
often tells me to “make a carbon copy and 
send it along with the letter.” Is it correct 
to indicate this by a c.c. notation, or will 
Enclosure suffice ? 


A. When sending a carbon along with 
the original, simply type an enclosure 
notation below the identification initials. 


Q. Which is the preferred way to answer 
the telephone: “Good morning, Dr. Smith's 
office.” or “Dr. Smith's office, good morn- 
ing” ? 

A. “Good morning, Dr. Smith’s office” 
is preferable to “Dr. Smith's office. good 
morning.” A number of people will start 
talking to you as soon as you identify the 
ofhice, and your “good morning” will fol- 
low into their first remarks. 





The modern refrigerator replaced 
the old-fashioned ice box 





The slim shape replaced the plump s 


and now modern 
A.W.Faber 


GRASER ST7IK; 


The original grey eraser point 
—always best for erasing. 









The modern motorcar replaced 
the old Model T. 
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REG. TM 686.508 


has replaced old bulky erasers. 





If you are a professional Secretary or office worker, you surely 
know and depend on ERASERSTIK. This white-polished beauty 
which is shaped and sharpens like a pencil has changed America’s 
erasing habits. With ERASERSTIK you Erase Without A Trace.® 
You remove a single letter without smearing the rest of the word. 
ERASERSTIK banishes “ghosts’”’ and sloppy strikeovers. Many 
a girl has been elevated to a better job with more money because 
she had the good sense to use ERASERSTIK. At all good Sta- 
tioners. With brush—20c. Today? 


Insist on the original and 
genuine EraserStik 
by registered 
trademark. Shaped 
like a pencil, it 
sharpens like a pencil 
toany style point 

you prefer—biunt, 
medium or slender. 


A.W.FABER - CASTELL Pencil Co., inc., Newark 3, N. J. 
10 


SAPHIR Hand Sharpener 


works like magic. Gives 
you the correct point 
on your EraserStik— 
then stops sharpening. 
If you use one, you 
need the other. Ask 
your Stationer. 














CIVIL SERVICE OFFICES 


Central Office 

United States Civil Service Commission 

Washington 25, D.C. 

Areas of Jurisdiction: Washington, D.C.; Alex- 
andria, Va.; Arlington and Fairfax Counties, 
Va.; and Prince Georges and Montgomery 
Counties, Md. 


Director, First U.S. Civil Service Region 

Post Office and Courthouse Building 

Boston 9, Mass. 

Areas of Jurisdiction: Maine, New Hampshire, 
Vermont, Massachusetts, Rhode Island, and 
Connecticut 


Director, Second U.S. Civil Service Region 
Federal Building, Christopher Street 

New York 14, N.Y. 

Areas of Jurisdiction: New York and New Jersey 


Director, Third U.S. Civil Service Region 
Customhouse, Second and Chestnut Streets 
Philadelphia 6, Pa. 

Areas of Jurisdiction: Pennsylvania, Delaware, 
Virginia (except Arlington and Fairfax Coun- 
ties and Alexandria), and Maryland (except 
Prince Georges and Montgomery Counties) 


Director, Fifth U.S. Civil Service Region 

Peachtree-Baker Building 

275 Peachtree Street NE. 

Atlanta 3, Ga. 

Areas of Jurisdiction: North Carolina, South 
Carolina, Georgia, Florida, Alabama, Ten- 
nessee, Mississippi, Puerto Rico, and Virgin 
Islands 


Director, Sixth U.S. Civil Service Region 

Post Office and Courthouse Building 

Cincinnati, Ohio 

Areas of Jurisdiction: Ohio, Indiana, Kentucky, 
and West Virginia 


Director, Seventh U.S. Civil Service Region 

New Post Office Building 

Chicago 7, Ill. 

Areas of Jurisdiction: Wisconsin, Michigan, and 
Illinois 


Director, Eighth U.S. Civil Service Region 

1114 Commerce Street 

Dallas 2, Tex. 

Areas of Jurisdiction: Texas, Lovisiana, Okla- 
homa, and Arkansas 


Director, Ninth U.S. Civil Service Region 

New Federal Building 

St. Louis 1, Mo. 

Areas of Jurisdiction: Missouri, Kansas, Minne- 
sota, North Dakota, South Dakota, Nebraska, 
and lowa 


Director, Tenth U.S. Civil Service Region 

Building 41, Denver Federal Center 

Denver, Colo. 

Areas of Jurisdiction: Arizona, New Mexico, 
Utah, Wyoming, and Colorado 


Director, Eleventh U. S. Civil Service Region 

302 Federal Office Building 

First Avenue and Madison Street 

Seattle 4, Wash. 

Areas of Jurisdiction: Montana, Oregon, Idaho, 
Washington, and Alaska 


Director, Twelfth U.S. Civil Service Region 

128 Appraisers Building 

630 Sansome Street 

San Francisco 11, Calif. 

Areas of Jurisdiction: California, Nevada, and 
Hawaii. (Eligibility for employment in Hawaii 
may be established only when an examina- 
tion is open for filling jobs in Hawaii.) 
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MORE EXCLUSIVES THAN ANY OTHER ELECTRIC 


Only the Smith-Corona Electric gives you so many 
unique, useful exclusive convenience features: 
One-hand, one-step automatic margins. Cushioned 
touch. On-off signal light. Page Gage. Half-spacing. 
The Smith-Corona Electric, precision-built to the 
highest standards of reliability, is first in value, too. 
Compare feature for feature — dollar for dollar — 
with any other office electric typewriter made today. 

















THE ONLY MANUAL WITH ACCELERATOR ACTION 


The Smith-Corona Secretarial has livelier touch and 
action for more typing speed, greater typing ease. 
And it’s the sturdiest, most reliable manual made. 

Whatever your needs, the Smith-Corona typing 
counsellor will match the machine to the job. For a 
free demonstration and the “Secretary’s Handbook,” 
call your Smith-Corona office or write to Smith- 
Corona, 701 E. Washington Street, Syracuse 1, N. Y. 


Smith-Corona can match the machine to the job! 
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SMITH -CORGNA 


OIVISION OF SMITH-CORONA MARCHANT INC 
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.- THE RIBBON THAT 
DOES EVERYTHINGI!* 


> Everything you could reason- able, inked by an exclusive Colum- 
ably expect a business machine bia process. You get the sharpest, 
ribbon to do... from general typ- most uniform write you’ve ever 
ing to data processing! Whether seen. Super-strong, extra-length 
used for manual or electric type- Silk Gauze ribbons are still on the 
writers, billing machines, tabula- job long after ordinary ribbons 
tors, wire printers or any of the have called it a day. 

newest high speed data processing 

machines, Columbia Silk Gauze Colored Ribbons That Compliment 


ribbons deliver theresults you want. Your Letterhead 
Silk Gauze ribbons have proved Silk Gauze ribbons are available in 
themselves through years of supe- _a rainbow of colors. Send us your 
rior performance. They are made __ letterhead for our customized color 
of the finest, lint-free silk obtain- ribbon recommendation. 


Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, New York 


Columbia Ribbon & Carbon Pacific, Inc., Duarte, California 


, a 
SILK GAUZE RIBBONS 


' 






by 





@ ® 


Columbia Ribbon & Carbon Mfg. Co., Inc. 
1043 Herb Hill Road, Glen Cove, N.Y. 


Enclosed is our company letterhead. Please send us free 
your customized color ribbon recommendations. 


Name 


Title 








Company 





Street 





City Zone State 
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THE PINK SLIP. Bill Longwood and Ed Wal- 
lace. McGraw-Hill Book Co., Inc., 330 W. 
$2 St.. New York 36, N. Y. 161 pp. $3.75. 


{ny employer can hire. but it takes 
genius to know how and when to fire. 
Or why not to. A good reason for giving 
this book to your boss—the hope that 
he'll find a good reason to keep you on 
the payroll. A hilarious “must” for any- 
one liable to face a “firing squad.” 
(Forewarned is forearmed!) 


YOU AND YOUR INCOME TAX. Channing 
L. Bete Co., Inc., Greenfield, Mass. Two- 


color. 16 pp. 25 cents. 


It’s that taxing time again. To under- 
stand the “why” of the Federal income 
tax. how its burden is proportioned in 
various income brackets, and how to 
take advantage of the different deduc- 
tions and exemptions, send for this 
scriptographic booklet. Also describes 
the principal differences and applica- 
tions of the three forms, including the 


new 1040¥. 


CAREER GIRL’S SPENDING GUIDE. Alice E. 
Flaherty. The Dartnell Corp., 4660 Ravens- 
wood Ave., Chicago 40, Ill. 64 pp. 40 cents. 


The cost of living goes up, but salaries 
don't always go along. So to stretch that 
pay check, try planned spending. This 
guide has get-your-money’s-worth sug 
gestions for analyzing one’s income, 
budgeting for basic needs, planning for 
special luxuries. and curing “charge 
account-itis.” Charts provided for keep 
ing records, 


THE SEVEN KEYS TO BETTER, FASTER TYP- 
ING. Superintendent of Documents, U. S. 
Government Printing Office, Washington 
25, D. C. 37 pp. 35 cents. 


Be a keyboard artist. Booklet presents 
aids to better. faster typing. Among 
them: illustrated explanation of each 
part of the typewriter. hints to help you 
plan your work—and make your plan 
work—tricks of the trade. techniques for 
cutting stencils. methods to be used in 
correcting mistakes. A “must” for the 
secretarial student. 


NEW YORK FREE FOR ALL. Box 1, Stuyve- 
sant Station, New York 9, N. Y. 20 pp. $1. 


Booklet reviews over 1,000 free cultural. 
educational. and social activities avail- 
able to New York natives and visitors 
through May 30, 1960. Attend an ad- 
miral’s inspection, a documentary movie, 
the Greenwich Village spring parade; 
obtain professional tax and investment 
advice. There’s something for every- 
body—parents and youngsters, students 
and “senior citizens.” Official New 
York subway map and guide included 
with each booklet. 
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BY E. LILLIAN HUTCHINSON e 


KEY TO TEASERS ON PACE 64 


They Rhyme with “Aid” 


The following definitions indicate words that rhyme with aid. What are the words, 
and how are they spelled? 


1. To entwine three or more strands of ribbon or hair. 

2. Did what one was told to do. 

3. A barrier to passage through a region or section. 

1. Remunerated. 

5. Frolicked. 

6. A soft leather with a velvety nap on one side. 

To walk through anything, such as water or mud, that impedes one’s progress. 
8. Fearful. 

9. Acted treacherously or unfaithfully. 

10. Put in a wrong place. 


Self- or Selves-Ending Pronouns 


Which of the following pronouns ending in self or selves are used incorrectly? 
Substitute preferred forms. 


1. The members of the class have set themselves an impossible goal. 

2. From now on, reports are to be submitted only to Mr. Stone and myself. 
3. No, thank you. I will phone Miss Turner myself. 

4. The order came from the chairman himself. 

5. James and myself have been selected to compete for the championship. 
6. Please order the folders and deliver them to myself at the above address. 
7. The coach ordered uniforms for the new members as well as ourselves. 
8. The voters have only themselves to blame. 


Do They End with “al,” “el,” or “le”? 


Complete the following words by adding al, el, or le, whichever is correct. 


9 


1. punctu__ . tow__ ‘is 


6. lap__ 


bicy« 5. Y. chann 


10. eventu__ 


receptac 
8. dismiss 


) 


2. stap__. 4, 


sign 


Think of— 


1. A 4-syllable verb beginning with pre and ending in cate meaning “to depart from the 
truth.” 

2. A 5-syllable adjective beginning with ir and ending with able meaning “unalterable.” 

3. A 4-syllable plural noun beginning with ex and ending with cies meaning * 
need.” 


urgent 


1. A 5-syllable adjective beginning with tem and ending with tal meaning “having a 
moody or capricious disposition.” 

5. A 6-syllable adverb beginning with ex and ending with ly meaning “ 
manner.” 


in a very unusual 


Murdered Apostrophes 


The writers of the following sentences “went haywire” on apostrophes. Find the 
incorrectly used ones as well as places where they should have been used. (There 
are a feu correctly used ones.) 

1. If he doesnt report by tomorrow, he'll lose his job—thats certain. 

. Their’s no way of knowing when the store will open it’s doors 

. Your’s was the first card I received. 

. Its always easier to see anothers faults than ones own. 


U1 fm W bo 


. Remember—there are two c s and two ms in accommodate. 

. This list shows all the f.o.b.s to be shipped today. 

7. The award’s winners entered the State Teachers College this fall. 
8. Both attorneys offices are in St. Louis. 
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Ever Ready’s new Memo Pad 


—a companion piece to the 


Ever Ready desk calendar 


Here is a Memo Pad designed with 
the busy, but organized, desk in 
mind. Holds 200 sheets. Avail- 
able in four colors: Walnut, Grey, 
Mist Green or Desert Sand to com- 
pliment any desk top or match 
other desk accessories; and two 
pad sizes; 3° x 5" and 4” x 6". 


Order from your local stationer to- 
day. Or write us. We will be happy 
to forward your request to the 
progressive Ever Ready 
dealer nearest you. 






by the makers of 
... America’s foremost 
desk calendar 


EVER READY 
CALENDAR 


MANUFACTURING CO. 


13 

















**SCOTCH’’ 1S A REGISTERED TRADEMARK OF 3M CO., ST. PAUL 6, MINN 
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LAIRD PHOTOCOPY MACHINE eliminates 
trays, fluids, peeling apart negative and posi- 
tive. Measuring 23’ x 15 x 5% inches, it 
copies originals up to 12 inches in width 
and length. Exposures are preset. Price is 
$250 from Hunter Royal Scot Copymor 
Equipment, Dept. TS, 566 Spencer St., 
Syracuse 4, N. Y. 


BAMBI COMBINATION STAPLER is a two-in-one instrument, adaptable 
to either desk or hand use by adjusting a projection at the base. 
Made of sturdy metal, it is finished in blue-green enamel, features a 
supply of 5,000 standard Bambi staples. Price is $6.95: from Bankers 
and Merchants, Inc., Dept. TS, 3229 North Sheffield Ave., Chicago 


13, IHinois. 


POSTAGE METER MACHINE will seal, stamp. 
and stack letters in one operation. A new 
desk model, it features finger-tip selection 
of any denomination stamp from one-half 
cent to $1.09. Included are: lightweight 
carrying case, envelope stacker, and parcel 
post tape dispenser. Information from Pitney- 
Bowes, Inc., Dept. TS, Stamford, Conn. 





“WIREFAX.” Exact facsimiles of line drawings, advertising layouts, 
typed or written messages are sent coast-to-coast in six minutes. New 
service transmits in one page or in sections up to 7'/2 by 91 inches. 
Covers five cities: New York, Washington, D. C., Chicago, Los 


Angeles, and San Francisco. 


Further information from Western 


Union Telegraph Company, Dept. TS, 60 Hudson Street, New York 
13, N. Y. 





LITERATURE POUCH can be wall-mounted o1 
set with easel backs for individual display. 
Made of sheet steel with enamel finish, it 
measures 83/16 x 11 x 1% inches. Front 
opening shows literature titles. Information 
ud prices from Smith System Manufactur- 

Company, Dept. TS, Minneapolis, Min- 
nesota, 


March. 1960 


COPYFLEX MODEL 60 is an automatic diazo 
copier. Operating at high speed, it was de- 
signed for volume production of letter-size 
duplicates. Joined to it is a collator that 
automatically assembles the copies as they 
emerge from the Copyflex. Information and 
price from the Charles Bruning Co., Dept. 
TS, Mt. Prospect, Ill. 
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SEA FOAM BOND... 


America’s quality second 
sheet let’s you route copies 
that are neat, flat and read- 
able. No holes, no erasure 
smudges, no illegible words. 


Next time you order second 
sheets, specify stout-hearted 


SEA FOAM BOND. 
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Teachers and secretaries: Write on 
your letterhead for SEA FOAM 
sample packet, today. Dept. T360. 


Siiy, 


Siz. BROWNVILLE 
io J) PAPER COMPANY 


Sts” BROWNVILLE, NEW YORK 
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For the world’s best buy in manual typewriters try the precision- For prestige letters try the Adler Electric, the machine that 


built Adler Universal Typewriter, the machine with many extra gives superior reproduction. It has many extra features for new 





features. Try it in your office today, there is no obligation. typing ease and speed. Try one in your office without obligation. 


See your dealer or write “addo-x’”, 300 Park Avenue, New York 22 See your dealer or write “addo-x”, 300 Park Avenue, New York 22 


RB Adler Universal <q pe Adler Electric <a 
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notebook 


. . . crammed full of useful information on the whys and 
wherefores of tracking down that somewhat elusive object — 
the right job, with the right boss, at the right salary. Included, | 
words of wisdom on... 
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ORDS ARE powerful—and tricky—things. Prop- 
erly used, they can work wonders. Misused, they 
can bring disaster. 

At no time are they more important than when you're 
job hunting by mail. The written words must then con- 
vey a true impression of you—one that will stimulate 
the reader's interest in such a way that he will want to 
know more. But just how do you go about it? 

Why is one person hired in preference to another? 
When you have the answer to that, the problem of what 
to say is half solved. So before you even begin to draft 
your letter, figure out what makes an employer want a 
particular person to work for him. 

Also keep in mind that the purpose of your letter is 
to get an interview, not a job! What can you reveal 
about yourself to convince your reader you're worth 
contacting? He'll be primarily interested in two things 

your personality and your business skills. 

You may be applying for your first job. You may be 
employed but looking for something better. You may be 
between jobs. You may be returning to business after 
many years of absence. Whatever the circumstances. 
vour letter must show that you have the skills to handle 
the job. It should include references and a request for 
an interview; it may also include a recent picture of 
yourself, 

Let’s think first about what you can say and do to 


show your desirable personal qualities. 


Veatness will be evidenced by: 
© a well-framed letter and envelope 
® no strikeovers, visible erasures, or smudges 
@ the letter folded and inserted correctly 
® the stamp put on the envelope straight 


Reliability can be indicated by: 

e perfect English, spelling, and punctuation 

® extent of previous duties and responsibilities 

® projects successfully completed 

@ past advancement in jobs or salaries 

® reasonable length of stay in previous jobs 

@ professional affiliations such as National Sec- 
retaries Association or businesswomen's clubs 

® awards received, such as CPS (Certified Pro- 
fessional Secretary) and Gregg Awards (OGA. 
OAT, CT, ete.) 

© sood attendance and promptness records 

® sood grades in school 

® after-school or vacation jobs 

® positions of trust held in clubs or in school 

® assurance that your children will have good 
care while you work 


Naturally you'll include only points that reflect your 
actual experience and circumstances. It’s best to concen- 
trate on your most recent activities. For example, the 
newly graduated will rely primarily on school-related 
fields. Those currently or recently employed can make 
the most of job-related points. A woman returning to 
business after many years of absence Would be unlikely 
to make much impression with either early school or 
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business items unless they were particularly pertinent to 
the job being applied for. 


Easy-to-get-along-with personalities are revealed by: 

® courtesy in requests 

® co-operation in suggestions 

® interest in others, such as the prospective em- 
ployer and his business 

@ pleasant but respectful tone and approach 

@ hobbies and activities that show social develop- 
ment 


If your neat letter indicates reliability and an ability 
to get along well with your employer, fellow workers. 
and customers, you've sold yourself. Next you must sell 
your business skills. 

Those applying for their first full-time jobs can report 
on many of their skills verbatim. For example, the exact 
number of words you can type and take in dictation. In 
addition you can mention other business subjects you 
have studied. 

Those currently or recently employed can rely on past 
production to show what they can do. Indicate your skills 
in this case by mentioning the nature of your various 
duties and responsibilities. 

Those who have been away from business for some 
time have more of a problem. A secretarial position held 
ten or twenty years ago is no guarantee that you can 
even find the typewriter keys today. But you can cite 
skills verbatim if you've taken a recent brush-up course. 
And the fact that you've done so will also indicate that 
you are seriously interested in developing yourself. 

You may be answering an advertisement or you may 
know about the job from another source. In either case 
youll have an idea of the specifications. Match your 
skills to each as best you can. Also mention additional 
talents that might be useful in the job. But don't go into 
detail about things you can do that probably wont be 
required, 

On the other hand, you may have no knowledge of an 
immediate job opening. You may be writing simply be- 
cause you re interested in a particular business or com- 
pany and would like to be considered for a future open- 
ing. In such circumstances you'll want to mention all 
your skills. 

Let’s take a look at the fundamentals of Job Hunting 
by Mail and then at a few letters that follow the recom- 
mendations given. 


Fifteen Fundamentals in Job Hunting by Mail 


1. Use paper and envelopes that show good taste. 
(Plain white preferred. Perfumed pink never!) 
2. Stick to a conventional letter setup. 
(The slick new ways don’t appeal to everyone.) 
3. Don’t try to be different, clever, or coy. 
(Preferred secretaries are uncomplicated and con- 
servative.) 
4. Make your letter as easy as possible to read. 
(Logical organization, short sentences, minimum 


detail.) 
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by Jacquelyn Wenizell 


9. Use plain English. 


(This is no place for jive talk, slang, or jargon.) 
Open with an explanation of why you are writing. 
(How did you hear of the vacancy? or Why are 


you writing to this person or place?) 


. Don’t ask for any kind of a job that is available. 
(Having no specific goal makes you sound like a 


drifter.) 


. Show an interest only in the job for which you're 
applying. 

(Secretarial jobs can be stepping stones to other 
things, but you won't get the opportunity to find 
out what if you're suspected of merely trying to 
get your foot in the door.) 

. Don’t criticize former employers or schools. 

(Your reader won't give you a chance to find fault 


with him!) 


Don’t talk about your troubles. 


(Your reader probably has plenty of his own.) 
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will run much more 


resume if your 
than one page. 


(See page 20 on how to write résumés.) 


your edu- 
cation, experience, character. or general ability. 

(Three is a reasonable number. The more profes- 
stonal or strategic positions they hold. the better. 
The longer they've known you, the better. Be sure 


to get permission to use their names.) 


Ask for an interview in your closing paragraph. 
(Make it easy for the reader to reach you and to 


arrange a time convenient for himself.) 


. Type your name, sign legibly above it, and indi- 


cate ““Miss” or “Mrs.” 


(Puzzles aren't amusing on a busy day.) 


a se a check list to be sure you ve covered every- 


thing. 
(A good idea whether you’re grocery shopping or 


° ° ’ . ° -- 
job hunting: ) (Continued on page 55) 
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Your personal representative 


"Tere ARE résumés—and there are 


résumés,” a businessman recently 
“Sad part of it is, most of 


lack of self-knowl- 


edge, imagination, and common sense 


observed. 
them show such a 
about the art of job hunting that they 


act as a deterrent to the applicant 


rather than the door opener they should 
be.” 

Whether you are looking for your 
first job (like high school graduate, 
Betty Jane Bickley), a better job (like 
employed secretary, Anne Peck), or a 
new job after many years of marriage 
and motherhood (like temporarily re- 
tired, Julia Davis Matthews), you would 
do well to heed his words. 

Remember that the résumé is intended 
as an “appetizer” to encourage the pro- 
spective employer to grant you an inter- 
that 
interview or for the formal application 


view. It is not a substitute for 
blank you will probably be required to 
fill out. It should stimulate interest in 
your unique qualifications, education, 
and previous experience. It must not be 
exaggerated, boastful. or inaccurate in 
any detail. 

As with 


a personal venture as job hunting, you 


everything involving such 
may encounter a number of opinions on 
what properly belongs in the résumé— 
variously termed a fact sheet. personal 
data record, employment history, or 
similar title. However, employers, per- 
sonnel agencies, and business educators 
that 


always appear 


agree certain fundamentals must 
although you may juggle 
them around a bit to achieve the best 
results. 
Before 


proaches taken by 


we study the different ap- 
Betty Jane, Anne, 
and Julia, let's consider a few aspects 
of the résumé. 

1. How long should the résumé be? 

It should be long enough to cover 
all the vital statistics, but short enough 
to be digested quickly. Above all, it 
should be interesting enough to be re- 
One page is 
standard—but if you actually need two 


membered. typewritten 
pages to do the job properly, take it. 
However, be sure that every word adds 
something vital to the picture of you as 
a desirable prospective employee. 

2. What are the 


basic components 
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that must be included in the résumé? 
Reference data (name, address, tele- 
number): education 


phone summary; 


and personal qualifications; employ- 
ment experience. 

3. Are they always presented in the 
same order? 


The reference data should always be 


handled immediately, typed in a neat, 
attractive form at the top of the sheet. 
Be sure to include not only your home 
telephone but also a number where you 
can be reached during business hours. 
If you are not going to be in one spot. 
give the number and name of a relative 
or friend who will be available to take 


by Peggy Norton Rollason 





Fact Sheet on: 
ELIZABETH JANE BICKLEY 


211 Walnut Lane 
Shady Dell, New Jersey 


SH-1-2345 


I worked full time. 


Mrs. N. P. Brown, Head 
Secretarial Department 
Shady Dell High School 
Shady Dell, New Jersey 


Mr. David Blum, President 
Blum’s Department Store 
Shady Dell, New Jersey 





(My mother will take messages for me) 


SUMMARY 
A 1959 high school graduate specializing in the full secretarial 
course, I would like to work as a stenographer in a firm large 
enough to give me varied experience, to help me choose the 
area in which I can make the greatest use of my skills. 


EDUCATION 


Graduated with honors from Shady Dell High School in June, 1959. 
Among the awards I earned were the following: 1) Order of 
Gregg Artists, Competent Typist Pin, 60 words a minute; 

2) Shorthand Speed Test, 120 words a minute; 3) Superior Tran- 
scription Certificate, Order of Business Efficiency; 4) Superior 
Bookkeeping Certificate. 5) I also won the Honor Award as 

the best four-year English student in my class. 


EXTRA-CURRICULAR ACTIVITIES 


I served as: (1) editor of the Shady Dell Spokesman in my senior 
year, (2) class reporter for the same newspaper during the pre- 
ceding three years, (3) junior publicity chairman of the 1959 
Career Day Program, and (4) secretary of the Youth Service 
Club of Christ Church, for the past two years. 
my junior year, I worked in the school office one afternoon 
a week, typing cards, envelopes, and form letters. 


BUSINESS EXPERIENCE 


July 1 to August 15, 1959: After graduation, I obtained a position 
as general clerical worker in the office of the Community Hospital, 
Shady Dell, New Jersey. My duties consisted of typing letters 
and patients’ records, working on the books and preparing bills, 
answering telephones and acting as relief operator during lunch 
periods, mimeographing notices, menus, etc., and filing. 

My salary was $45 per week, plus lunches. 

Saturdays from September, 1958 to June, 1959: Worked as a 
stenographer and telephone order clerk in the Personal Shopping 
Bureau of Blum’s Department Store, Shady Dell. My salary 

was $10 per day. During Christmas and Easter vacations, 


REFERENCES 


Age 18 





Single 


~ 
o 
Good Health 
a 


L 


(5) During 


Dr. Joseph Gray 
Superintendent 
Community Hospital 
Shady Dell, New Jersey 


Rev. G. J. Dougherty, S.T.B. 
Christ Church 
Shady Dell, New Jersey 
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the résumé 


messages, Then be sure to check with 
that person at least once a day—but 
preferably, both morning and afternoon. 

The summary—a simple, concise state- 
ment describing the type of job you are 
looking for—should come next. 

The sections on education, personal 
qualifications, and employment may be 


arranged according to which is the most 
important and will do the best selling 
job for you. These we will discuss in 
detail later. 

4. How much personal data should 
go into the résumé? 

Unless such information is absolutely 
vital to the job you hope to land—none. 








NAME: ANNE PECK 
ADDRESS: 683 Hillside Avenue 
San Francisco, California 
TELEPHONES: Office: ST 6-3000, ext. 89 
Home: HI 4-6543 
MARITAL STATUS: Single 
AGE: 24 


SUMMARY: Although currently employed as a secretary in the Legal 
Department of a large corporation, I am eager to work 
either in a private law firm or in government service. 
My present position has stimulated me to take evening 
courses in business law, economics, and human 
relations. I plan to work towards a degree in law. 


BUSINESS 
EXPERI- 
ENCE: 


June, 1956-June, 1957: Stenographer in Transcription 
Department of same firm. Did secretarial work for 
executives in every division. Was selected from 

five candidates for promotion to Legal Department. 


Summer, 1955: Junior stenographer in Zenith Insurance 
Company, Greenview, California. Handled routine 
correspondence, typed policies, filed. 


BUSINESS 
MEMBER- 
SHIP: 


EDUCA- 
TION: 


Planning Committee. 


in the Office. 


Superior Business School: Completed two-year secre- 
tarial course, June, 1956. Shorthand speed, 140 wpm; 
Typing speed, 70 wpm; Transcription speed, superior. 
Also studied bookkeeping, office machines, office 
practice, liberal arts subjects such as U.S. Govern- 
ment and American history. 


Greenview High School: Graduated with honors, college 
preparatory, June, 1954. President, International 
Relations Club, senior year. Member, Student Council, 
junior and senior years. Member, Debating Team, 
sophomore through senior years. 


REFER- 


Mr. J. P. Smith, Head 
ENCES: 


Legal Department 


The World Export Corp. 
San Francisco, California 


Mrs. Katherine Jones 


Superior Business School 
San Francisco, California 


June, 1957, to Present: Legal Department of The World 
Export Corporation, this city. As secretary to two junior 
attorneys, I type briefs and reports, handle corre- 
spondence, do research in company and public libraries, 
and perform all routine secretarial duties. I also take 
minutes of weekly legal staff conferences and handle all 
preparations for these meetings, My duties include 
supervision of several typists. 


Chairman, Program Committee, National Secretaries 
Association (International); member, Workshop 


City College, 1958-59: 1 semester, Business Law; 
1 semester, Economics; 1 semester, Human Relations 





Mr. Edward Clements 
President 

Zenith Insurance Company 
Greenview, California 


Mr. William Casey 
500 National Bank Building 
Greenview, California 
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A description of your height, weight, 
hair, eyes, and complexion adds nothing 
to your qualifications as a typist, ste- 
nographer, or secretary. However, a 
recent head shot of yourself in a small 
size may be attached to the upper right- 
if it’s a 
picture your family and friends con- 





hand corner of your résumé 


sider a good likeness. 

A prospective employer is interested 
in your age. If you are single, and this 
applies especially to recent high school 
graduates, he should know whether you 
are living with your parents or other 
relatives. He should also be told if you 
are married and have children. 

Hobbies, 


and family 


extra-curricular activities, 


background should be 
omitted—unless they actually have some 
bearing on the position you want. Natu- 
rally, in the case of the younger person 
with little or no job experience to offer, 
hobbies that indicate a practical appli- 
cation of your qualifications or interests 
would be permissible. 

5. Should the résumé be typed or 
duplicated? 

Most authorities feel that individually- 
typed résumés are a “must.” If you 
have to use carbons, make sure they are 
clear, clean, and completely legible. 

In all cases, proofread each line and 
pay strict to the 


margins, centering, and 


attention niceties of 
typographical 
perfection. For a would-be secretary, an 
error on her résumé can be the “kiss 
of death.” 

6. Who gets the résumé? 

There are countless uses for a good 
résumé (and we urge you not to use 
anything less than a good one). See that 
every prospective employer gets one 
either by mail or at the time of your 
personal interview. Leave several with 
any personnel agencies you use—one 
for their files, the others to send out to 
employers. Use one when answering any 
classified ad. 

Give extras to your friends and busi- 
ness acquaintances with the request that 
they pass them along to anyone who 
may be secretary hunting. Be sure your 
school placement office has enough for 
any requests that may come in. And re- 
member to have extras with you at all 
times when you are out job scouting. 
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7. Is a letter necessary with a résumé? 

Yes—except in cases where a friend 
or business acquaintance passes along 
one of your résumés with his recommen- 
dation. 


Each of our job-hunting candidates 
had to make a choice between working 
in a large corporation, a smaller com- 
pany, or taking a Civil Service examina- 
tion for one of the many interesting 
government jobs available in her com- 
munity. In order to make an intelligent 
selection. each girl had to analyze her 
own educational background, previous 
business experience, and personal likes 
and dislikes, with an eye to determining 
whether she preferred working with 
large groups of people, with compara- 
tively few, or pretty 


wolf. She 


much as a lone 
also had to recognize the 
basic distinctions, advantages, and dis- 
advantages of each type of organization. 

Madeline S. Strony and M. Emily 
Greenaway. co-authors of The Secretary 
4t Work (Gregg), have summarized the 
differences this way: 


{. Large Organizations 

\dvantages: more opportunity for ad- 
vancement, higher salaries, sick leave, 
insurance benefits, shorter hours, activi- 
ties such as clubs and company publica- 
tions, retirement benefits. 

Disadvantages: work likely to become 
monotonous; “little fish in a big pond”; 
the larger the organization, the slower 
the advancement, as a rule. 


B. Small Organizations 
Advantages: more responsibility al- 
most immediately, greater variety in 
assignments, “big fish in a little pond,” 
ability more likely to be noticed. 
Disadvantages: very little sick leave 
(generally can't hold position open in 
illness), often no 
company retirement benefits, instability. 


case of prolonged 


C. Government Positions 

Advantages: assurance of regular sal- 
ary and permanence, opportunities to 
take examinations for higher ratings. 
retirement benefits, adequate sick leave. 

Disadvantages: generally speaking, 
offices are large and work is routine. 

For Betty Jane Bickley, the decision 
was difficult because her business ex- 
perience was very limited. A secretarial 
major in high school, she completed 
the course with excellent grades, includ- 
ing honors in English. As a recent high 
school graduate, she had the advantage 
of knowing exactly what her shorthand, 
typing, and transcription speeds were— 
all important points in applying for a 
stenographer’s position. 


After discussing the best way for 


her to obtain enough experience to 
choose a definite field for her career, she 
and her parents decided the wisest 
course would be to apply to several 
large corporations. Here, through the 
initial training program for new em- 
ployees. plus a greater opportunity for 
variety, she might eventually try her 
hand in such departments as sales, re- 
search, promotion, and personnel. 
Anne Peck’s problem was quite dif- 
ferent. After graduating from private 
business school, she went to work in a 
large corporation, attracted by the repu- 
tation of the firm and the fact that sev- 
eral of her friends already worked there. 
Her first year was spent in the Tran- 
scription Department, learning the forms 
and vocabulary, the business procedures 


and organization of the company. It 


gave her an opportunity to discover 
what the work in each division was like. 
When the chance came for a promotion 
to the Legal Department, she jumped 
at it. 

Here Anne worked as the secretary 
for two junior attorneys. She learned 
enough about the legal profession to 
decide she would like to become a full- 
fledged legal secretary and possibly take 
up law herself. Starting modestly, she 
registered for evening courses at the 
City College, taking business law, eco- 
nomics, and human relations consecu- 
tively. She also joined the National Sec- 
retaries Association (International) and 
met several secretaries in the municipal 
courts who opened her eyes to the pos- 
sibilities of a government career. 

(Continued on page 59) 





TALENT SUMMARY FOR 


CURRENT 
AMBITION 


RECENT 
HORIZON 
STRETCH- 
are 


Manuscripts . 


revisions. 


Office . 


BUSINESS 
EXPERI- 
ENCE.... 


EDUCA- 
.: 2. ae 


Government. 


REFER- 
ENCES... 


Suburbia 
Street, Suburbia 
Agency, Chicago 


Chicago 





A former secretary, I have maintained my skills 
through constant volunteer assignments. Now that 
my two children (nine and six) are in school, with 
excellent after-school supervision, I am eager to find a 
stimulating job. My talents, interests, and back- 
ground are especially suited for the publishing, 
advertising, or public relations fields—preferably 

in a small organization needing a responsible, 
efficient, and creative secretary-assistant. 


Editorial ... For the past three years, I have served 
as editor, reporter, business manager, and layout 
artist for the Holland Private School P.T.A. News 
Letter, a monthly publication running from 8 to 

12 pages an issue. (Sample attached.) 


Publicity ... From 1957 to 1959, I served as publicity 
chairman for the Women’s Association of Community 
Church, handling releases on the monthly speakers, 
church bazaars, rummage sales, and similar 
activities. (Samples attached.) 


.. I have typed two book-length 
manuscripts and nine short stories for two free-lance 
authors, making minor editorial corrections and 


.. I have had ten years’ constant experience 
typing reports and correspondence for my husband, 
a salesman for the ABC Manufacturing Company 

of Freeville, averaging 10 reports and 15 letters a 
week. I have also served as church office secretary 
three afternoons a week during the past four summers. 


Before my marriage early in 1950, I worked for two 
years as private secretary in the Ajax Advertising 
Agency, a small firm with 10 account executives and 
six secretaries. There was ample opportunity for 
copy-writing, layout work, and related creative jobs. 
When I resigned, I was assisting my boss in planning 
ad campaigns for food, fashion, and toy accounts. 

My salary was $70 a week, high for that year. 


Lake Superior College, 1948 ... I took my B.A. in 
English, minored in Business Administration. 

I served as assistant editor, College Yearbook; 
president, Literary Club; secretary, Student 

Mr. V. E. Allison, Headmaster, Holland Private School, 
Dr. John D. Spence, Community Church, 110 North 
Mr. Philip Green, President, Ajax Advertising 


Dr. Lewis K. Wheeler, Dean, Lake Superior College, 


JULIA DAVIS MATTHEWS 
(Mrs. Robert S. Matthews) 


11 Riverside Drive 
Suburbia, Illinois 


ED 7-0034 
Age - 34 
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W Nervous at the prospect of that pend- 
ing interview? 

You have a right to be — and what's 
more, you should be. 

When all is said and done, to work or 
net to work hinges on the impression 
you make when you talk to the personnel 
interviewer or the executive for whom 
you hope to work. Letters of inquiry. 
telephone calls, application forms, résu- 
més, recommendations from teachers, 
friends, or former employers are all very 
fine and contribute a great deal to your 
job hunting campaign. But the inter- 
view is the pinnacle. the showdown, the 
crossroads, in your search for a position. 

The kind of nervousness that lifts you 
up on your toes, poised, eager and ready 
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THE TIME OF DIRECT COMMUNICATION 


to take off is fine. But if you let it get out 
of hand, your chances of success are 
reduced to the point of no return. 

What can you do to conqter this un- 
reasoning dread which strikes all people 
in varying degrees, whether on their 
first interview or their fiftieth? Lots! 
To sum it up in the world-famous Scout 
motto, you can “Be Prepared.” 

Assuming that you have followed the 
preliminaries suggested elsewhere in 
this issue, here are some suggestions for 
tackling the interview . . 


Your Appearance 


This is not the time to experiment 
with a new hairdo, different make-up. 
and a new ensemble. You won't go in 


BY RALEIGH SANDERSON 























your dowdiest clothes, with straggly 
hair, or with too littl or too much 
make-up. Neither will you choose this 
moment to revamp your entire person- 
ality and make yourself ill at ease in 
unfamiliar clothes. 

Select your most attractive, yet con- 
servative, suit or dress, and choose your 
accessories from head to toe with care. 
Go easy on the flashy jewelry. Be sure 
your shoes are well polished, soled, and 
heeled. Clean out your handbag and 
carry only such essentials as cosmetics, 
wallet with Social Security card, a filled 
pen, sharp pencil, typewriter eraser, 
small notebook, handkerchief keys, and 
a clean pair of gloves. Leave the messy 
batch of letters, bulging picture folders, 






(Continued on page 56) 
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BY KATHERINE EASON 


THE OTHER DAY a friend of mine, 

who has long been self-supporting, 
itterly amazed me by asking just one 
“What 
application look like?” 


I. who had cut my employment eye- 


question: does an employment 


teeth on the backbone of the depression. 
can visualize such a form more clearly 
than I can my own mother’s photo. In 
fact. the agency itself has been my best 
friend. Often—aside from loyal but im- 
pecunious relatives—my only friend. 
My experience with employment agen- 
cies began soon after I finished school, 
little else. 
Clutching my diploma, | approached an 


rich in self-confidence—and 
unsuspecting agency, modestly informed 
them I could do anything, and then sat 
down to wait. 

The hours passed. Other applicants 
were interviewed and left immediately. 
Still I sat. 

Occasionally the woman at the desk 
glanced over at me. Her expression var- 


ied from perturbed to annoyed to wor- 








ried, but | associated none of these emo- 
tional barometers with myself. 

About five o'clock she looked simply 
weary. Again she glanced at me, then 
beckoned me over to her desk. “Don't 
you have any place to stay tonight?” she 
asked desperately. 
friendly interest, | 
“Oh ves.” | 


staying with my cousin, but she has five 


Cheered by this 


beamed. said. “I've been 
children, which does make things diffi- 
cult. Ull be back tomorrow.” 


“No” 


She picked up a little white 


was the quick reply. 

card on 
which she had just jotted the informa- 
tion from her final telephone call. “These 
people would like someone to work for 
Youll be 
dishes.” She wrote something on another 
little card. “Take this, and tell them I 


sent you.” 


room and_ board. washing 


And so. wafted out on her sigh of re- 
lief. | 
walked from that ofhce with 


began my business career. | 
a job and 
two newly acquired bits of information 
about job hunting: 


People who can “do anything” usually 


find themselves doing just about that. 
Johnny-on-the-Spot gets the job. 
Through the years, the want ads, and 

the employment applications. I learned 


more—enough in fact to work as an 


agency interviewer myself. 

I learned for instance that there are 
basically two types of employment agen- 
cies whose services are available to the 
general public, the state agencies and 
the private agencies. 

The state agency, being state support- 
ed, gives its services free of charge to 
both employer and employee. However, 
since its servic es are free and since every- 
one who is unemployed and filing for 
social benefits must 


security register 


there regularly, it is sometimes over- 
crowded and there may be a shortage of 
good jobs. The interviewers are all sin- 
cerely anxious to help and will do their 
best to place you, but sometimes their 
best will not be enough. It will not be 
what you yourself want. 

The private agency, on the other hand, 


may charge as much as 25 per cent to 


35 per cent of your first month's salary 


to employ an agency 
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should they find you a job. But isn’t it 
better to pay that than just to sit home 
with you, yourself, and no fat salary 
check? 

Don’t be afraid to register at the state 
agency and at as many private agencies 
as possible. No one has an “exclusive” 
on you. The more applications you have 
on file, the better your chances of locat- 
ing that “ideal” job. Then too, filling out 
application forms and being interviewed 
is good practice for meeting that pro- 
spective employer. You learn what to ex- 
pect, what to say, and how to achieve 
greater poise. 

Most people think of Monday or Tues- 
day as the perfect time for job hunting. 
In fact. too many people think so. The 
result? Agencies are overcrowded and 
the interviewers rushed. And, for some 
perverse reason, there are actually fewer 
jobs to be had. Employers, unlike their 
future employees, favor the end of the 
week. Thursday and Friday then are 
your best days. 

The first impression you make on an 
agency interviewer is very important. 
The reputation of a private agency de- 
pends on its efficiency in screening ap- 
plicants. It will not send out an appli- 
cant who doesn’t do it credit, either in 
skills or appearance. 

There can be no blanket rule as to 
what you should wear. What is right for 
one job might not be as appropriate for 
another, but in most cases a good tai- 
lored suit, a hat, and gloves are your 
best bet. important 
thing. You may be sent right out to see 


Neatness is the 


a prospective employer, and no one wants 





a sloppy worker—whether the position 
is that of an executive secretary or a 
floor washer. 

Come prepared. The first hurdle that 
will confront you is that old application 
form. This should be filled out neatly 
and fully, for it goes into the agency's 
permanent files. Sometime when the per- 
son who originally interviewed you is 
not on duty, perhaps someone else may 
pull your application from the files. It, 
plus whatever notations the original in- 
terviewer has made on it, will be the 
only means anyone else has of judging 
you. 

It's a good idea to have all this in- 
formation gathered together and written 
down on a dummy form before you leave 
home. Then, when you fill out your ap- 
plication form at the agency or the em- 
ployer’s office you can easily refer to 
your own résumé. 

After the application blank comes the 
interview and a few special do’s and 
don’ts. 
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1. Don’t interrupt the interviewer while 
he is talking. 


2. Don’t fidget. Everyone is a bit nervous 
when being interviewed, but no one 
wants to hire a nervous wreck. Don't 
be a chain smoker. If offered a cigarette. 
you may take it. Otherwise try to ab- 
stain, particularly if you are a woman. 


3. Don’t undersell or oversell yourself. 
Don't be too particular or list too many 
job qualifications. Don’t try to get a job 
on a hard luck story. 

4. “Accentuate the positive” without 
boasting or exaggeration. If your steno 
speed is 100 wpm, don’t claim 120. Skill 
tests do exist, and if you lie about one 
thing. every other statement is open to 
question. 


5. Be prompt for appointments. She 
who is late for an interview may be late 
for the job. 


Unless you are applying for a tempor- 
ary job, try to appear as a steady job 
holder, not a human jumping jack who 
leaps from one company to another. A 
turnover costs the boss money. incon- 
venience, and often, a lost temper. 

However, in times when jobs are 
scarce or you are waiting for the perfect 
opening in your own field, often you can 
get a temporary job when you could not 
get a permanent one. An employer is 
more willing to try out a less-qualified 
person on a temporary job, because he 
feels freer to let him go without em- 
barrassment. Often, too, if you do well 
in these temporary positions, they can 
turn into permanent ones. 

Placing your name on the roll call of 
employment hopefuls is only a_begin- 
ning. If several days pass after your in- 
terview and you hear absolutely nothing, 
its time for another move—right back 
to the agency. 

An interviewer is only human. He may 
have a job to fill, but if he also has a 
qualified applicant standing near his 
desk you probably won't be the one to 
fill it. The antidote to this is a gentle 
reminder that you exist. Ask the agency 
if you may drop in every few days but, 
above all—don't be a pest. 

All in all, an employment agency can 
save you time, money, and effort. If jobs 
are particularly scarce in your locality, 
the agency may be able to help you find 
a position out of town. If you are look- 
ing for a job then, try an employment 
agency. It could turn out to be your best 
friend. 











@ YOU CAN REALLY believe what you read—at least 
in Chicago. The help-wanted columns promise “inter- 
esting. diversified work, good pay and working condi- 
tions.” and the secretarial jobs live up to them. The 
proof——a survey of its members conducted by Lake 
Shore Chapter of The National Secretaries Association 
(International). One-third or 133 of the 400 members 
described their jobs in the poll. 

While 133 cases is not a large 
sample, the respondents represent 
29 lines of business, 22 job titles, 
132 chores, companies ranging from 
1 to 123,000 employees, and bosses 
with 55 titles. So the information 
revealed is indicative of secretarial 


jobs throughout the country. The 
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& 


THE 


by Marilyn French 


WHAT'S 
HAPPENING 


results should interest you, if you are curious about “how 
the other half lives” and if you wish to compare your 


job with theirs. 


Something in Common 


A dozen chores are basic for these secretaries: taking 
dictation. transcribing. and telephoning were mentioned 
by 120: filing. 115; public contact. 
113: handling mail, 111; straight 
typing. 106; making reports, 105; 
making appointments, 100; keeping 
records, 98; keeping the boss’ per- 
sonal accounts, 71; bookkeeping, 58. 

This general outline of duties in- 
dicates that a secretary must be 


technically proficient and able to get 


. 
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along with people and that she needs a flair for details, 
writing, and figures. In addition, she is asked to do 
many things that call for initiative, judgment, and will- 
ingness to asume responsibility. These assignments add 
spice to her job. 

The secretaries listed about 120 different tasks, in 
addition to the twelve standard duties. Most common 
were making travel arrangements; shopping and doing 
errands for the boss—and his wife, in some cases; 
planning company meetings; arranging the Christmas 
party. 

Versatility Counts 

From that point on, the list of extra jobs varies. 
One capable woman hires help for her boss’ two homes, 
keeps those payrolls, pays bills, records home expenses, 
keeps records on her boss’ farm, handles stock transac- 
tions for his family, and takes dictation from the boss 
and his wife. 

Another well-paid secretary is the main communica- 
tion link between her boss and the staff. “Il must know 
what is going on at all times. All report to me, and | 
report to the boss.” A third sccretary gathers research 
material for a special course her boss is taking and 
types his homework. Still another edits her employer's 
speeches. 

Miscellaneous tasks for those twenty with the highest 
salaries ranged from invoicing, scheduling, making or- 
ganization charts, payroll and personnel work to serv- 
ing coffee and supervising the investment portfolios of 


the boss’ wife and son. 


You Name It, Somebody Does It 

\ secretary doesn't have to be in the highest income 
bracket to receive varied responsibilities, although the 
way she handles them can bring raises and promotions. 
One woman serves as secretary of the company credit 
union. Another doubles as timekeeper; a third relieves 
a timekeeper. Three expedite orders. Two more keep 
inventories. One does accounting, one helps in that 
department, one runs a bookkeeping machine. 

Sixteen secretaries found their flair for writing a 
handy tool. Two edit house organs, and four more con- 
tribute material to them. Two do editorial work, one 
writes sales manuals, one prepares rough drafts for Pro- 
bate Court. Four do research, one types manuscripts. 
and another proofreads. 

Other chores listed prove that a secretary often is 
“jack of all trades” and master of many—chauffeuring. 
collecting for auction purchases, correspondence for the 
boss’ wife, “human relations work in the shop—listen- 
ing to complaints,” and “transcribing memos on sundry 
subjects from the boss to his wife.” One or two secre- 
taries even double as chefs in the office kitchen—but 
this duty is unique: “taking care of tropical birds fifteen 
minutes a day.” 

With the Other Hand 

Not only do secretaries handle a variety of jobs, but 

some also supervise co-workers. Seventy-six members 


have assistants and/or supervise others. Twenty-three 
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have full-time assistants, four have part-time, and two 
have occasional help. 

Three women are responsible for office management. 
one supervises an Addressograph department, anothe1 
oversees credit and order processing. Thirty-five of the 
17 who supervise others do this every day, while five do 
so part of the time, and seven do it occasionally. On 
the average, each of these 47 women supervises seven 
people. 

Twenty-Two Titles 

Another indication of the variety of work performed 
lies in the 22 titles mentioned. A majority of 93 are 
secretaries, 15 are executive secretaries, and two are 
administrative assistants. More specific titles include 
private secretary, executive stenographer, administra- 
tive and engineering secretary, medical secretary. Five 
have combined titles secretary-correspondent, secre- 
tary-bookkeeper, secretary-law clerk, head stenographer 
and bureau secretary, and secretary-receptionist. 

Two members are corporate officers, and nine hold 
managerial titles. “Labels” include corporate secretary 
and controller, assistant secretary, account executive, 


assistant sales manager, editor, field office consultant. 


Good Pay, Working Conditions 

Secretarial salaries vary as much as their duties. The 
group averaged $5,402 annually, although pay ranged 
from $3.820 to $9,000 a year. Extra compensation and 
fringe benefits, of course, add to the financial rewards. 
Of the 133 reporting, 49 per cent receive a bonus, 23 
per cent have profit-sharing plans, 65 per cent have 
pension plans. Group life insurance covers 82 per cent; 
hospitalization insurance, 93 per cent; medical and 
surgical insurance, 74 per cent. The company pays all 
or part of the premiums for more than three-fourths of 
the secretaries, and the rest still have an advantage in 
the low group rates. 

Other monetary benefits include seven plans for ac- 
quiring stock, four plans whereby the company matches 
part of the secretary's savings, two accident and sickness 
policies, one life insurance plan, one cost-of-living 
adjustment, and a $100 bonus for bringing in a new 
employee. Seven secretaries have free classes or are 
reimbursed for all or part of their night-school tuition. 
An airline secretary appreciates an air travel card. 
Free lunches, subsidized cafeteries, or coffee and Coke 
on the house save money for nine secretaries. 

On the average, the secretaries work 38.28 hours a 
week, have 48 minutes for lunch, 7 paid holidays a year, 
and 22 weeks of vacation. Ninety-five of the 133 women 
average two 15-minute rest periods a day, and 69 per 
cent have paid sick leave that averages 12 working 
days a year. 

The woman who wants “interesting, diversified work, 
good pay and working conditions” can parlay her secre- 
tarial skills and special interests into a position that is 
always intriguing, never dull. If she has career ambi- 
tions, the secretary who tackles any job the boss gives 
her can acquire knowledge and abilities that lead to an 
even better post. 











SECYS—INSURANCE CO. 


ed typ & steno, oppor. for beginners.......... $ 65 


GAL FRI—Advertising 

good typ, fast steno, knwl PR indus.......... 
SECY—Far East 

Typ & steno, must like travel. cultured....5 90 
EXEC SECY—to architect 

attractive, dedicated & skilled.................... $110 


S. 
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And the list goes on and on. Almost any day you can 
find similar classified advertisements in the newspapers 
of large industrial cities. Secretaries are experiencing a 
‘sellers’ market,” the like of which has never been seen 
before. 

In almost every corner of the United States the de- 
mand for secretarial help far exceeds the supply. Yet 
there are differences in salary range, requirements, and 
opportunity as you move from city to city. A survey of 
seven leading industrial areas by TODAY’S SECRE- 
TARY turned up these patterns: 


EAST 

New York City remains the mecca for secretaries. Al- 
most every personnel agency contacted replied: “We can 
place any girl or woman who can type and take short- 
hand. In most cases, the secretary can choose her job.” 

The job seeker in New York has the advantage of 
many “glamour” industries to choose from. Advertising. 
for example, rates high on the looking list. Other job 
applicants specify television or publishing as_ their 
choice. 

One personnel counselor reports: “With a high con- 
centration of advertising, television, publishing. and 
editorial offices in the city, we have no trouble filling 
special requests. But I often try to steer girls into smaller 
firms in other fields. In the textile, fashion, merchan- 
dising, and printing industries, for example, salaries 
usually are better and there is more opportunity. Often 
the girl in television or advertising trades some income 
and advancement potential just for the sake of saying, 
‘I’m at the XYZ network.’ ” 

There is no one industry in New York that needs sec- 
retaries more than any other. They all seem to need 
help. Jobs are available in one-girl offices as well as 
large firms with hundreds of secretaries. Salaries for 
beginners range from $60 to $80 per week—with the 


upper ranges for positions in companies that are an 
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extra subway or bus trip from the heart of town. 

The biggest demand in New York—as it is everywhere 
else—is for experienced secretaries who have developed 
their typing and steno skills to a fine pitch. A compe- 
tent “gal friday”’—-a term which has come to mean 
someone who can do most anything in an office—or 
executive secretary can command $110 or more a week. 
It must be stressed, however, that these jobs require 
extra special secretarial and administrative talent plus 
vears of solid oflice experience. 

Age is no barrier in New York, although younger, 
attractive ‘women are preferred. A good high school or 
business school education usually is sufficient. But there 
are a good many openings that specify “college educa- 
tion”’—and these jobs pay $10 to $30 more per week. 

It is necessary to point out that living costs in New 
York are just about the highest in the country. There- 
fore, the generally higher salaries may go for rent and 
food. 

Most secretaries agree that the best place to look for 
a job in New York is through the New York Times. 
Employment agencies and individual companies usually 
list their openings in this newspaper. Many agency fees 
are paid by the employer—an added inducement to 
job hunters. 


Atlanta is another eastern city where there is a large 
demand for secretaries. Salary ranges in Atlanta, how- 
ever, are fairly low, with beginners getting anywhere 
from $275 to $325 a month. Skilled secretaries can 
command salaries up to $400 a month, but experience 
is needed. Biggest demand seems to be from chemical 
and insurance companies. Many branch and district 
offices of various firms are located in Atlanta, though, 
and these oflices account for a large percentage of the 
secretarial need. 


Miami, in sunny Florida, reports a “moderate” de- 
mand for skilled secretaries—but salary ranges are gen- 
erally low. The resort city has a constant influx of 
secretaries who want to combine business with pleasure. 
With only one or two industries concentrated in the 
area—excluding the resort industry which has only small 
demands for secretaries—jobs are not open for long. 
There is not much call for beginners, but experienced 
secretaries can find jobs that pay from $275 to $400 a 
month. Most openings are concentrated in the lower 
ranges. Living costs, by the way, are fairly high and 
the need for secretaries falls off during the summer 
months, 


MIDWEST 


Chicago has a very heavy demand for secretaries on 
a year-round basis. William J. Sullivan, president of the 
Boulevard Employment Service, calls the shortage of 
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good secretaries “acute.” Another agency, the Roland 
Employment Service, reports at least 250 to 300 new 
orders for secretaries each month. 

Requirements for secretaries in Chicago are confined 
to the usual request for “shorthand and typing experi- 
ence.” Most employers prefer girls between the ages of 
twenty-five and thirty-five. A minimum speed, as far as 
shorthand is concerned, is about 80 words per minute. 
The salary range for beginners and intermediate experi- 
ence girls is between $300 and $400 a month. Women 
with college or business college background, plus a 
number of years experience in industry, can get up to 
$650 a month. 


St. Louis falls right in line with the report “demand 
far exceeds supply.” Miss Winifred Prevallet of the Kay 
Williams Personnel agency in St. Louis says, “We have 
five requests for every girl available.” 

Salaries for girls with “pretty good experience” are 
in the $300-$325 range. occasionally a little higher. 
Beginners may start at $275 and three to five years of 
office experience will bring $350 to $400 at the start. 

Shorthand seems to be the special skill most in de- 
mand, particularly if the girl can handle about 90 to 
100 words per minute. Increased typing speeds are ex- 
pected of those who use electric typewriters. 

One employment counselor commented, “High schools 
should teach more shorthand, typing. and spelling—and 
more students should take these courses. January gradu- 
ates who successfully completed commercial courses 
were placed in good jobs even before they were officially 
out of school. | might add, the fastest and most accurate 
girls had the pick of the crop.” 

Another agency director reports that girls are getting 
quite choosy about jobs. “Many will sit it out, collecting 
unemployment compensation, while waiting for the right 
job in a particular field or geographic location. Most 
of them get what they are after, too.” 

FAR WEST 

San Francisco, the Golden Gate City, reports that the 
secretarial market appears good, but girls will have to 
forfeit a few dollars in salary to live in one of America’s 
most fabled and interesting cities. 

“We have a ready market for reliable junior secre- 
taries, with about two years experience, who are willing 
to start at $300 to $325 a month,” says one leading 
agency director. 

“But we have great difficulty in placing senior girls 
who feel they should earn from $375 to $400 and up. 
A girl has to be able to type at 70 to 80 words a minute 
and take dictation at around 120 to be able to qualify 
for that kind of money here.” 

However, a definite change in the market occurs when 
you leave San Francisco heading south to San Jose. 
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some 48 miles down the Peninsula. At intermediate 
points—San Mateo, San Carlos, Redwood City, Palo 
Alto, Sunnyvale, and at San Jose—the market is re- 
garded as “wide open at both junior and senior levels.” 
Also, the pay is better. 

The entire Peninsula area, in fact, is in the midst of 
an electronic and defense contracting boom. As a result, 
an acute secretarial shortage has developed. 

Palo Alto, home of Stanford University, is classified 
as “wide open” for secretaries. One professional em- 
ployment man says, “A girl who can type at 70 to 80 
words per minute and take shorthand at 100 or more 
words per minute can start at $450 immediately. Assum- 
ing her personal background and appearance is in order, 
she can get a job the first time out.” 

Even “poor” secretaries who type at 50 wpm and 
take dictation at 80 will go to work at $350 without 
delay. 

At San Jose. the market is just as wide open but 
salaries are scaled down slightly. The “mediocre” girl 
starts at $333 minimum and the skilled girl draws 
around $400-425 as a start. Opportunities are good, 
with $400 a mean leveling-out point. 

The choice on the booming California Peninsula runs 
from ultra-large aircraft and missile plants to small 
service companies. One employment man reports, “Girls 
find the work more varied and interesting in the smaller 
companies.” 

Another factor out on the coast is “company jump- 
ing —-with girls staying in one firm for a short while 
and then moving to another at the promise of $5 or $10 
more a week. 

A large part of the secretarial help in San Francisco 
comes from the East. Living conditions in the city and 
immediate area are excellent—but expensive. Girls find- 
ing employment in the city may have to adjust to com- 
muting schedules because rentals are much lower in the 
suburbs. One secretary put it this way, though: “I'd 
commute from Chicago just for the chance of working 


in San Francisco.” 


Los Angeles, in the southern part of California, fills 
out the picture of peak demand for secretaries. There 
is no problem in getting a job in this sprawling city. 
The average employment agency placing secretaries 
lists between 50 and 400 openings every day. About 30 
per cent of these openings are with industrial concerns, 
15-20 per cent in legal offices, and the rest in insurance, 
engineering, and general companies. 

Salary ranges start at $325 for inexperienced girls 
and up to $500 for the experienced. The latter salary 
usually occurs in the legal field. Age, marital status, 
and other factors just don’t seem to matter. Los Angeles, 
like most other cities in the United States today, needs 
secretaries. 
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@ By now, 15 million American women have made the 
change ... from housewife to “jobwife.” Going to work 
after the wedding bells ring is more than a fad, a trend, 
or a pastime. For some women, the home-office 
juggling act, in spite of its difficulties, means a 
fuller, happier life for themselves and their families. 
For others, responsibilities outside the home may 
result, at best, in constant fatigue ...at worst, in 
complete domestic upheaval. 


HEN THE DAY arrives, as it must. and the young- 

est, scrubbed and solemn, starts off for his first day 
at school, mama looks forward to some well-earned re- 
laxation. 

A few months later, fancy recipes and new hairdos 
tried and discarded, the redecoration project scrapped 
for lack of funds, a blossoming case of gardener’s knee 
to show for hours of work, and she’s had it. 

What to do with the time stretching out ahead? To- 
day more than one out of four wives get the same in- 
spiration ... “Why not a job?” And often the length 
of time between a job (idea) and a job (fact) is how 
long it takes to locate and dust off the old Social Security 
card. Once it’s reissued for “Mrs.” instead of “Miss,” 
the jobwife is off to her new responsibilities, her double- 
level life. 

But why go to work at all? Is it only to avoid creep- 
ing boredom, or the monotony and drudgery of house- 
work? In part, perhaps, but since it’s the middle and 
upper middle class wife who is invading the business 
world in such numbers, we would be inclined to dis- 
agree. Any boredom these women may have suffered 
has been customarily dispelled by community volunteer 
work. For many, however, this traditional occupation 
no longer serves its purpose. 

As for housekeeping, the working wife who wishes to 
salt away that second salary for better things is often 
loathe to hire extra cooking and cleaning help. Far from 
escaping her household tasks, she finds herself doing 
double duty—willingly. Say many, “It’s not that we 
object to the ironing and scrubbing. It’s just so nice to 
get dressed and go out to work, that we don’t mind the 
additional rush at home.” Even the fact that certain 
aspects of office work can be monotonous too fails to 
dampen the spirit of the wife who wants to work. There 
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must be another reason for being gainfully employed. 





Surveys say that most married women work to help 
support their families. If we consider that more than 
half the working wives are supported by their husbands 
in reasonable comfort, we can take the wife’s statement 
as truer in wish than fact ... more socially acceptable, 
perhaps, since there’s nothing new or remarkable about 
wives working for family betterment. 

History tells us that most primitive and many ancient 
societies required husband and wife to work together. 
It was convenient, traditional, and frequently, a vital 
necessity. Even today. in farming, home industry, the 
running of small food and retail shops, husband and 
wife share the work as a matter of course. For a wife 
to work with her husband is time hallowed and honor- 
able. 

Though the middle class wife has joined the working 
group, her need to do so is not dictated by a struggle 
with poverty. Today, whether we like it or not, the 
struggle is with a standard of living based on obso- 
lescence fever. There are more families competing for 
more attractive homes. advanced education, travel, the 
arts—modern necessities that only a generation ago 
were reserved for the very wealthy. The working wife is 
no longer forced to supply the basics of family income, 
nor with the best will in the world could she sales man- 
age or engineer or administer alongside her husband. 
What she does is perhaps more important—to the na- 
tional economy, as well as to the family budget. In her 
own way, she is helping to support the family .. . by 
increasing its spending power. 

Not that financial crises are wholly a thing of the 
past. Even in a rich economy, sudden illness, the neces- 
sity for supporting elderly dependents, even seasonal 
layoffs may require a second salary. But for the most 
part. living a good life on Mr.’s pay gives Mrs. an ex- 
cellent vantage point for observing that life can be even 
a little bit better. 

It works something like this. (Incidentally, it’s a true 
story.) A family, which for many years had rented 
a summer cottage, decided they'd like to buy the place. 
Where to get the cash? Easy! Mama went to work, for 
the first time since her marriage, taking a part-time sec- 
retarial job. Her teen-age children helped out with extra 
K.P.. and within two years, the down payment was 
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made. Mama went happily home. Some months later, 
there she was again, trusty steno pad in hand. “We 
hope things are all right at home,” they said, at the 
agency. “Just grand,” said mama, filling out a new 
application card, “only we decided to buy a boat.” 

Be it for boats and houses, major appliance payments, 
or college educations, the working wife and mother 
seems to be fairly confident of her ability to handle both 
job and home responsibilities. It’s important to point 
out that those who come closest to being successful are 
those whose business goals are motivated essentially by 
home- and marriage-centered drives. In fact, a recent 
survey gives “personal ambition” as the last reason for 
work after marriage. 

Of course, there are a number of married women 
who strongly desire individual recognition. Many of 
these are professionally trained with technical skills and 
advanced education seldom needed in home tasks. Theirs 
is admittedly a difficult problem, for which none but 
an either/or solution seems possible. There’s unhappy 
evidence of the fact in recent figures obtained from study 
of the “Who’s Who of American Women,” which shows 
that only 58 per cent of prominent women are married 
as against 89 per cent for the rest of us. Of the 12,000 
who married, 32.4 per cent are childless as against 19 
per cent for non-listed, comparably aged married 
women. The fact of childlessness too may have been 
a factor in the decision for a career. 

But mostly, the married woman who decides to go 
back to work finds it takes considerable planning and 
not a little luck to manage a way to have her cake and 
eat it too... home, children—and a job. That she has 
taken to the possibilities with enthusiasm is a credit to 
her stamina and imagination not forgetting shee: 
erit. It wasn’t until 1947 that married women outnum- 
bered single women on the job. In 12 years, the figure 
has so augmented, that three-fourths of America’s 23% 
million working women are married. 

In spite of these facts, there is continuing subtle social 
pressure against middle class working wives. Public 
opinion molders—women’s magazines, newspaper col- 
umnists, government agencies, and survey organizations 

seek to lay the modern social ills of divorce, delin- 
quency, and home disintegration at the door of the work- 
ing wife. Much of the material is informed and un- 
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deniably sincere but not necessarily constructive. How- 
ever, we believe that those who heartily approve the 
“job revolution” as they call it are equal offenders. 
making the whole thing seem too easy, making otherwise 
contented women unhappy or self-conscious about stay- 
ing home, 

Alternately patted on the back . . . or socked on the 
jaw. Mrs. Jobwife earnestly tries to do her best in two 
worlds. As a woman she’s proud of her independence 
and her social and political freedoms. She combines a 
job and housework, learning her varied roles by tapping 
new sources of personal strength and ingenuity. Let no 
one say it’s easy, or even as immediately rewarding as 
some women say. We'll wager that a good bit of work 
fever is based on nothing more than a sort of restless- 
ness and vague dissatisfaction, but a good deal of it is 
more solidly founded. 

\ change is coming about, but women are accus- 
tomed to change. As usual it takes society somewhat 
longer to accept a new idea. Let’s remember that less 
than fifty years ago, no nice young lady worked unless 
she had to. Witness the “tragic” ending of Tarking- 
ton’s Alice Adams, as the heroine capitulates to reality. 
and forever declassed, mounts the steps to the business 
school and social oblivion. Today. her attitude seems at 
best amusing if not pitiful. Modern business girls and 
budding careerists are glamourized and admired or at 
least taken for granted. Few girls today. regardless of 
their family’s position, stay at home during the post- 
school. pre-marriage years. 

After the honeymoon, however. it’s expected that the 
wife’s natural desire will be to make her job secondary 
to the demands of her marriage. She wants to do her 
work well, but not get too involved. The high-powered 
executive secretary to a very hard-working boss soon 
finds herself in a quandary similar to that which faced 
Jean S. shortly after she married. 

Jean admits she thought it would be magically sim- 
ple. She worked for one live-wire account executive . 
was married to another on the way up. After a year 
of having her own apartment, she was adept at prepar- 
ing quick meals, cleaning on schedule. 

“lL was silly enough to think . . . wishful-think, as it 
turned out... that the only difference marriage would 
bring to our lives would be that Bill wouldn’t be going 
home after our dates. 

“Actually we were very sensible. We budgeted for 
saving. We both wanted a house and children, which 
take money, and my salary was excellent. Except for my 
job expenses, we banked my check, lived on Bill’s. Of 
course, life was far from grim. We started going out 
a lot. My meet-the-public job required high fashion 
clothes. and while a girl can get along on coffee and 
juice for breakfast, not so Bill. And I finally realized 
how much time, money, and energy I'd saved on date 
nights. 

“It was a bad case of flu that decided things for me. 
Our apartment still looked like Bill’s bachelor den, socks 
were undarned, my conscience bothered me about every- 
thing . .. my boss who wasn’t remotely interested in my 
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grocery store phone calls, Bill, patient as a lamb, but not 
terribly happy ... and even me. | wasn’t a wife, and 
| wasn’t being much of a secretary either.” 

Jean kept right on working but took more of a 9 to 5 
job. The salary was lower, but so were job expenses. 
Able to save more, the young couple set a deadline to 
Jean's working time and within the year expect to make 
the jump to the suburbs. 

By no means is the system perfect, but Jean’s decision 
was a wise one. A less-mature girl. less sure of herself, 
might have kept her former job or might have given up 
working entirely, only to bitterly resent the need for 
doing so. 

First year marriage adjustments are diflicult enough 
to manage without additional sources of conflict. With 
two sensible people, however, a young jobwife and her 
husband can look forward to the happiest time of their 
working lives. 

Generally, only a financial crisis will send a mother 
back to the office, when young children need her care. 
This was Mary R.’s problem—one she temporarily solved 
by taking a part-time job. Though two-year-old Jamie 
thrived—cared for by mama in the morning and his 
adored father in the afternoon—Mary found her new 
double time scheduled more tiring than stimulating. 

“But I didn’t realize then, how much more difficult 
it would become,” she told us. “Eddie finally got the 
job he was waiting for and, of course, we were pleased. 
Then | got the notion that keeping up my part-time job 
might enable us to save some extra money. Funny how 
a decision like that can be so self-revealing. 

Finding the right person to take care of Jamie wasn’t 
easy, but Mary believed she'd succeeded. Even though 
“right person” meant “right salary” in Mary’s eastern 
seaboard city, she and Eddie both agreed that her job 
was a necessary financial hedge. 

“Then it began,” Mary confessed. “I started calling 
home about Jamie, couldn't really concentrate as | 
wanted to at work. I'd rush home each evening, heart- 
in-mouth, present in hand. It was no good for Jamie. no 
good for me. | know that when I’m home with him, 
I’m not a hoverer or over-protective, but when I’m away. 
my imagination works overtime. Finally | had to quit.” 

Objectively. Mary knew that her small son was receiv- 
ing excellent care; emotionally, she couldn't convince 
herself. As she ruefully put it, “I’m sure Jamie doesn’t 
need me twenty-four hours a day, but . . . well, I need 
Jamie. and he won't be two forever.” 

Of course we all know other mothers, equally con- 
cerned with the happiness and welfare of their ch.Idren, 
who just aren’t the nursery type. A good, though un- 
usual, example is Mrs. K. In her late thirties, she is 
secretary and oflice manager in a small neighborhood 
real estate firm, loves her work, loves her family. She’s 
a crisp, energetic, clear-eyed realist. Why does she 
work? 

“Because I love an office. I’m only a so-so house- 
keeper and, I’m sorry to say, a pretty bad cook. After 
my first two were old enough for nursery school, I went 
right back to work. My problem (Continued on page 60) 
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The completely new Model 5500 is 


the most compact, versatile desk model 
postage meter mailing machine ever made. 
It is the result of years of research and 
development. 

Hand operated, the 5500 stamps, seals 
and stacks envelopes quickly, efficiently. 
It prints postage for any kind of mail, 
in denominations from }2¢ to $1.09!2; and 
with the meter stamp will print your own 
small ad, too...if you want one. Provides 
postage for parcel post on special tape. 
Always has the right stamp. The 5500 
makes mailing easy, fast, accurate, worth 
its cost in convenience alone. 


= PITNEY-BOWES 
= Postage Meter 


Made by the leading manufacturer of mailing machines... 
offices in 122 cities. In Canada: Pitney-Bowes of 
Canada, Ltd., Dept. 383,909 Yonge Street, Toronto. 


The meter is light, easily removable. 
Set by the postoflice for as much postage 
as you want to buy, it protects postage 
from loss, damage, misuse. 

Date changes are made by turning a 
dial. The inker is an improved new type. 
Quick fill water container for moistening 
envelope flaps, has visible water level. Eye- 
level window shows amount of postage to 
be printed. Double registers show postage 
on hand, postage used. And the 5500 is as 
good looking as it is useful. 

Ask the nearest Pitney-Bowes office for 
a demonstration, no obligation. Or send 
coupon for free illustrated booklet. 


FREE: Handy desk or wall 
chart of new postal rates with 
parcel post map and zone finder. 
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The new IBM Electric: 
Its beauty is just a bonus 


Frankly, the IBM Electric was styled to catch your 
eye and grace your desk. But there are even sounder 


reasons to choose this superb typewriter. 


Every single part of this well-made typewriter is de- 
signed to help you turn out truly beautiful typing with 
the utmost of speed and the least of effort. Its many 
new engineering achievements offer a measure of 


operating satisfaction never before approached. 


PERSONALIZED “TOUCH” 
For example, there is the amazingly responsive 
“Buoyant Keyboard.” This exclusive feature lets you 
adjust key pressure to satisfy your individual ‘“‘touch.” 
The keyboard itself is the essence of simplicity, with no 


unnecessary gadgets to intrude on your finger action. 


Raise the cover and see for yourself how this new IBM 
Electric is engineered for increased typing efficiency. 
The cover is designed to provide maximum interior 
accessibility . . . makes machine cleaning and ribbon 
changing easier. The new IBM ribbon feed and the 
exclusive “Clean Clip” ribbon combine to eliminate 


fuss and finger-tip smudge. 


A LOW, SMOOTH SOUND 

Even the sound is right. Working with sensitive record- 
ing instruments, IBM engineers were able to filter out 
all harsh noises while preserving the low, smooth sound 
necessary for you to maintain typing rhythm. And 
listen to the muted return of the 13” Quiet-Glide 
Carriage. So quiet and smooth, it ends the constant 
crash of carriage stops 

So you see, the beauty of the IBM Electric is but a 
bonus. And we haven’t told all. If vou would like to 
try your hand at the IBM, our local representative 
would be pleased to bring one to your office. We think 
once you've tried it, you’ll look forward to the day 
you get one as your regular working partner. And we 
think your boss will be impressed by the letters you 
hand him for signature. 


THE IBM ELECTRIC 


Its beauty is just a bonus 








Want a cleaner way to dust? 
This “wonder fabric” is a must... 


SCOTCH BRAND 
Dusting Fabric No.550 















Ideal for desk tops, counters, 
file cabinets. ““SCOTCH’’ BRAND’S special 
dust-absorbent fabric has hundreds of 
tiny traps that catch dust and 

hold it. Leaves no lint, no oily film. 
60 generous, long-lasting dusters 

in handy perforated roll—just $1.98. 
Ask your office supplier now! 


**SCOTCH’’ IS A REGISTERED TRADEMARK OF 3M COMPANY 


Miinwesora [fining ann [\ffamuracturinc company 
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by JOAN SIVINSKI, 


@ “It’s the government for me.” you say decisively. as 
you give a last bang to your typewriter keys. “I wonder 
how | go about it.” 

Wonder no more . . . the information is forthcoming. 

You are qualified for a Federal position as a stenog- 
rapher or as a typist if: 

1. You have passed your eighteenth birthday 

2. You are an American citizen 
> You are physically able to do the work 

1. You can pass the civil service examination. 

Typists are now offered starting salaries of $3,255 
and $3.195 a year, depending on their qualifications. 
Beginning salaries for stenographers are $3.495 and 
$3.757 a year. You will get a $95 raise for satisfactory 
service each year for six years. And, if you do better- 
than-average work. your chances for being promoted to a 
higher grade—and a higher salary—are very good. 

So. let's take a look at what is included in the civil 
service examination. To qualify as a typist (Grade 
GS-2). you must pass an examination that includes a 
lest covering verbal abilities, a clerical aptitude test 
(including arithmetic computation), and a typing test 
consisting 
the 


make a higher score in each of the tests described for 


of typing an exercise from plain copy. 
For second grade of typist (GS-3). you must 
GS-2 positions. In addition, you must have had one yeat 
of oflice experience. Last fall the Federal Civil Service 
Examining Board ruled that a sufliciently high score on 
the verbal abilities test may be substituted for the one 
year of required oflice experience. College study may 
also serve as a substitute. 

To give you a concrete idea of the type of questions 


asked 


seven samples. The correct answers are given at the end 


in the verbal abilities and clerical tests, we list 


of this article. 


1. Previous means most nearly 
d) 


former e) 


a) abandoned successive 


b) 


c) timely 


younger 


No 


(Reading) “Just as the procedure of a collection 
department must be clear-cut and definite. the 
steps being taken with the sureness of a skilled 
chess player. so the various paragraphs of a col- 
lection letter must show clear organization. giv- 
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{ssistant Editor, Gregg Typewriting Publications 


ing evidence of a mind that, from the beginning, 
has had a specific end in view.” 
hest the 


letter should always 


The quotation 


supports statement that a_ collection 
show a spirit of sportsmanship 

he divided into several paragraphs 
express confidence in the debtor 

be brief. but courteous 


be carefully planned 


Find the correct spelling of the word and black- 
the if 
spelling is correct, blacken space d. 
athlete 


none of these 


en proper answer space. no suggested 


athalete c) 
athelete d) 


a) 


b) 


Decide which sentence is preferable with respect 
to 
letter or report. 


grammar and usage suitable for a formal 


a) They do not ordinarily present these kind 
of reports in detail like this. 
b) Reports like this is not generally given in 


such great detail. 


c) A report of this kind is not hardly ever 
given in such detail as this one. 

d) This report is more detailed than what 
such reports ordinarily are, 

e) A report of this kind is not ordinarily 


presented in such detail as this one. 


A sentence with a blank is shown below. From 

the words given, select the one best suited to 

complete the sentence. 

The man spoke 
a) 


allow ed 


c) actually e) aloud 


b) against d) alarmed 


Compute answer and compare it with suggested 
answers. If your answer does not agree with 


any of these, blacken space e. 


Add: Answers 
963 a) 1,516 
237 b) 1.526 
116 c) 1,636 
d) 1,726 

e) none of these 


(Continued on page 61) 
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Stenograph wanted ... 

















as a top medical-scientitic court reporter 
management secretary stenographer .. .« 


And it’s all true! Steno- 
graph is the fastest way 
for you to turn a dull job 
into an exciting career! 
Mail this coupon today. 






















Stenographic Machines, Ince. 
8040 North Ridgeway Ave. 


Skokie, Ill. T-360 
Please send me full information 
on Stenograph — modern ma- 


chine method shorthand. 
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re) roe: 


A. Office job plus dinner date equals dress plus jacket. This, in blue and white silk surah, has a scoop-necked sheath, a matching hip-length 

jacket. Sizes 9-17, 10-18. About $20. An R & K Original. B. Mother-to-be and still on the job. An anywhere, anytime, two-piece maternity 

dress in navy acetate/rayon/cotton. Polka dots for top interest. By Toni Lynn Maternities. Under $18. At Abraham & Straus, Brooklyn: 

Hecht’s, Washington, D. C.; H & S Pogue, Cincinnati. C. Black and white checks—highly negotiable fashion this spring. R & K banks theirs 

in a blouson sheath. The fabric: dacron/rayon. Sizes 9-17, 10-18. About $20. All R & K dresses at Bloomingdale’s, New York; The Broad- 

way, Los Angeles; Lytton’s, Chicago. D. Lunch date? Perfect companion—a knit dress in Arnel. Added inducement: the Chanel topping. 
: Sand beige or green. Sizes 8-16. $35, By Nelly de Grab. At C. Crawfore Hollidge, Boston; Schuneman’s, St. Paul. 
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a FEW WOMEN realize that “fare” can put the 

“fair” into milady’s looks. Proper food is the most 
important beauty aid in the world. It adds a glow to 
your complexion, sheen to your hair, sparkle to your 
eyes, and bounce to your step. 

The need for proper food—or proper nutrition 
should be of vital importance to working women in 
general, to you the secretary in particular. Anyone who 
works in an office knows the telltale signs of typewriter 
addiction—the little roll at the waistline, the larger hip 
dimension, the flabby thighs. Besides sporting that extra 
girth, you may be tired, listless, and vaguely hungry 
most of the time. Why? Even though you're eating 
three times a day—and probably more frequently- 
you re not eating properly. 

It’s the pitfalls of office eating that ensnare you—from 
the no breakfast-quick cup of coffee-routine, through the 
calorie-laden breaks during the day to the no dinner- 
nibble before television-finale. 

Perhaps your day runs a little like this . . . 

You start out hungry. No time for breakfast of course, 
not with the alarm clock set for the latest possible mo- 
ment you can get up and still get to work at a reasonable 
hour. So either you pick up coffee (heavy on the cream) 
and a doughnut on your way into the office, or you 
eagerly await the first coffee break—complete with 
Danish pastry. You might even do both. 

You want to squeeze in a little window shopping at 
noontime. Lunch becomes a hit-and-run proposition, a 
fast hamburger and malt at a counter. 

By the time afternoon is hardly on the wane, you’re 
weary. You've read somewhere that sugar gives you 
quick energy, so you have a candy bar. It tastes won- 
derful . . . and it is such a long time until five o'clock 

. you have two. 

You're the exception to the working-girl rule if you 
live with your family, and mother has your dinner on 
the table. More likely—you live alone or with a room- 
mate or two. You usually prepare dinner yourself or 
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with an equally exhausted cohort. It’s really an awful 
lot of trouble, especially if you've stopped for a snack 
en route home, so you decide to skip a regular dinner 
and just nibble while watching television. 

And that’s pretty much the way your day goes. 

By now you may suspect that almost everything 
youve eaten during the day has been nutritionally 
unsound. But if all discussions of nutrition leave you 
more confused than before, juggling words like minerals. 
vitamins, proteins, calories, nutrients, fats, and carbo- 
hydrates, now you can be extracted painlessly from this 
maze of jargon. 

Just what is nutrition? It is the vital process of chang- 
ing the food you eat into an integral part of you. 

Food is the magic mainstay of life. It affects your 
rate of growth, size, vigor, appearance, and your age 
not in years but measured by your physical condition. 
Indirectly, food affects your attitudes, ability for achieve- 
ment and happiness. Food can help you face daily prob- 
lems with strength and confidence. Lack of proper food 
can make you weak, irritable, and readily subject to 
disease. 

Most people think they eat approximately the right 
kinds and amounts of food. It is difficult to realize that 
a person may suffer the effects of poor diet regardless 
of age, residence, salary, or the amount of money spent 
on food. 

The easiest rule of thumb to guarantee good nutrition 
is to make variety your guide for eating. In this way you 
obtain all the nutrients needed for health and beauty. 
two elements that go hand in hand. Perhaps this seems 
too simple and you want to know why. The answer lies 
in the fact that variety provides proteins, vitamins, 
minerals, fats, and carbohydrates, which are the nu- 
trients—or food value 





needed by your body. 

But where do calories come in? A calorie is a unit 
used to measure the warmth and energy value of food. 
Calories measure the quantity of food you consume, not 
the quality. 
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Different foods contain varying amounts of food nu- 
trients—proteins, carbohydrates, and fats. All three of 
these nutrients contribute calories to food while vitamins 
and minerals do not. 

Protein is a vital part of living tissue. It is found in 
muscle, blood, bone, skin, and in all other tissues of the 
body. Proteins may be classified by their source—ani- 
mal or plant proteins. Foods of high protein value are 
largely of animal origin, including meats, fish, eggs, 
and milk products. Plant proteins are found in dried 
peas and beans, peanuts, whole-grain bread, flour, and 
cereals. 

Carbohydrates include starches and sugars and are 
found primarily in cereals, fruits, and vegetables. Fats— 
such as butter or margarine—act as carriers for some 
vitamins. 

The health of your skin is particularly dependent 
upon vitamin A. It keeps your complexion soft and 
smooth and also contributes to vision. Liver is the best 
source of this vitamin, along with sweet potatoes and 
dark green, leafy vegetabies. 

The B group of vitamins is essential to keep nerves 
steady and prevent mental depression. It also contributes 
to the health and beauty of your hair. A lack of it will 
result in blackheads, whiteheads and superficial skin 
infections. Too little and the skin will lack radiance and 
be sallow. A deficiency is also characterized by “burn- 
ing” and “blood shot” eyes. Important sources of the 
B group are lean pork, dry peas, milk products, liver, 
fish, and eggs. 

Vitamin C actually holds your body together. It is 
vital to the material which helps keep the billions of 
body cells together like cement between bricks. This 
characteristic explains why a vitamin C deficiency may 
show up at any place in your body—in skin surfaces, 
teeth, bones, muscles, and blood. It is essential for firm 
tissues and body flexibility and helps in the healing of 
wounds and in fighting the common cold. 


This vitamin cannot be stored by the body and must 
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be replenished daily. A United States Department of 
Agriculture Dietary Survey reveals that many family 
diets are low in vitamin C. 

An adequate daily allowance of the vitamin, accord- 
ing to the Florida Citrus Commission, can be provided 
by eating two small oranges or drinking a full eight- 
ounce glass of orange juice. To get the full daily allow- 
ance, you must drink three times as much tomato juice 
or five times as much pineapple juice. Grapefruit juice, a 
good source of vitamin C, contains about three quarters 
as much as orange. Lemon juice is on a par with orange, 
but it is generally consumed in smaller quantities. 

Vitamin D is called the “sunshine” vitamin because 
it is produced by the rays of the sun. It contributes to 
beautiful teeth and strong bones. Milk, fortified with the 
vitamin, is an excellent source of this important 
nutrient. 

To ensure maintaining your health and beauty—or to 
improve it—you should have one or more daily servings 
of leafy, green and yellow vegetables; one or more serv- 
ings of citrus fruits; two or more servings of potatoes 
and other vegetables; at least one pint of milk, cheese 
or milk products; one serving of meat, poultry, or fish, 
and three or more eggs a week; three or more servings 
of bread, flour, and cereals; and two to three servings of 
butter or fortified margarine. 

If all this seems like an impossible feat, remember 
that methods of food preparation have changed greatly 
over the years. Products like frozen dinners, instant 
potatoes, and frozen orange juice, for example, were 
unheard of a generation ago. 

And today—1960—we've never had it so good. In no 
other country in the world will we find such a vast 
variety of quality products readily available to every 
consumer, 

It only takes a few seconds to pour yourself a tall 
glass of frozen or concentrated orange juice in the morn- 


ing. You can boil your egg while you're putting on your 


make-up. 


(Continued on page 63) 
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“WIN NATIONAL RECOGNITION 


for your school in 


Gsterbrock's 


1960 Gregg Shorthand Contest 












PRIZES FOR TEACHERS! 


In four separate divisions... 


PRIZES FOR STUDENTS! 





















1. HIGH SCHOOL-CLASSA............ Public High Schools. 
2. HIGH SCHOOL-—CLASS B 


oe Stand e a e Private and Parochial 
High Schools. 


3. COLLEGIATE-CLASS A ............ All four year colleges 
and universities. 
4. COLLEGIATE-CLASS B ............ All others—junior colleges, business 


schools and post-high academies. 


Your class entries will be based on perfection of shorthand, accuracy of copy, 
fluency of writing, neatness of paper and adherence to contest rules. 


PRIZES 


e Trophies to teachers of 8 winning classes. 

e Free Esterbrook Fountain Pen to members of 8 winning classes. 
e Free Esterbrook Fountain Pen to teachers entering class of 15 or more students. 
« Certificates to all students writing meritorious papers. 


Ce a 


THE CLASSIC FOUNTAIN PEN 
Simple to Enter: 


$2. 95 Other Esterbrook 


For further information, just clip pane cligntly higher 
out the enclosed coupon and send to 

The Esterbrook Pen Company, r nad 
Camden |, New Jersey. 
















This offer expires 
in 30 days, so send now 

for all the facts. 
The Esterbrook Pen Company 
Camden 1, New Jersey 

Dept. 1 

Please send me complete information on Esterbrook’s 
23rd Annual Gregg Shorthand Penmanship Contest 
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How fast can you read shorthand? You can probably speed through this page, which is based on Chapters One through Four of the Gregg Short- 


hand Manual Simplified. This material is counted in groups of twenty “ 
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standard” words each, so that you can estimate your reading speed. 
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NOVEL 
USE 
OF 
SHORTHAND 


BY FLORENCE ELAINE ULRICH, Director, Gregg Awards Department 
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6 OME ADVICE for the career girl who 
must step out of the office into the 
frying pan: use your shorthand to get rid 
of dishpan hands. We know of one secre- 
tary who was looking for help with her 
household chores but couldn't afford to 
pay for such services. She contacted the 
local Y.W.C.A., and they located several 
intelligent girls who were willing to ex- 
change their domestic skills for short- 
hand lessons. 
“And it has been working very well,” 
adds Miss Smith, our secretary turned 
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tutor. “I give each pupil two hours of 
instruction a week. But if one does some- 
thing special, such as cooking and serving 
for a dinner party, [ll devote more time 
to her lessons.” 

As it takes about a year for most of 
the girls to learn shorthand well enough 
to use it in an office, they have ample 
time to brush up on their typing skills— 
many of them using Miss Smith’s ma- 
chine. Says their instructor: “I now have 
several girls, and we have set times that 
accommodate both them and me. Two stu- 


dents have already obtained secretarial 
positions, one of them in my own office.” 

The success of the exchange plan be- 
came known to other girls who had 
neither the time nor money for formal 
lessons. “I couldn't take them all,” com- 
mented Miss Smith, “but I urged several 
other teachers and qualified secretaries 
to try my plan. It’s been successful for 
them, too.” 

Another industrious individual, for- 
merly a secretary to Herbert Hoover, also 
traded in her shorthand talents. “I love 
to entertain,” she emphasized, “but | 
could never find time to shop for and 
prepare a meal, especially after dashing 
home from an office meeting that lasted 
till 6:15. So I decided to capitalize on 
my years of teaching Gregg in night 
school. | interviewed some young women 
who were interested in acquiring short- 
hand, selected the kitchen-talented Su- 
zanne, and we agreed to swap our skills. 
Now when I reach home on a party night, 
| can relax with my guests. Suzanne han- 
dles the details of such dinners expertly.” 

If you're one of those secretaries who 
spend arduous days at the office only to 
go home to scrub-bucket nights, you might 
try this system. 

There are several beneficial ways to 
use shorthand skills in the office, too. 
You can introduce the clerical workers 
and typists to Gregg or help the young 
stenographers improve their notes for 
more efficient transcription. Teaching 
and evaluating shorthand in this manner 
will give you a better understanding of 
the beginner's problems—and your own. 

Just remember that secretarial educa- 
tion does not cease on the last day of 
school. Indeed, it may only be the begin- 
ning. One of the best ways to increase 
your own knowledge is to impart it to 
others—in the home or in the office. You 
need not be a trained teacher to do so, 
but the experience will certainly give you 
a greater appreciation of the teaching 
profession. 

How to maintain your skills so as to 
be able to assist others—practice. And 
it can be most impromptu, as the follow- 
ing ancedote illustrates. In Thoughts 
Afield, Harold Kohn tells of actor Wil- 
liam Gillette, who practiced shorthand 
conversation of 


More 


amusing is Gillette’s reflection on this 


by taking down the 


boarders in his rooming house. 


habit: “Years later | went over my note- 
book and found that in four months of 
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incessant conversation no one had said a 
thing of importance to anyone.” 

Not many of us have the opportunity 
afforded William Gillette, but we can all 
take advantage of the Gregg testing pro- 
gram. And many do. We receive tens of 
thousands of tests in shorthand speed, 
typing speed, typing accuracy, transcrip- 
from students 


and bookkeeping 


eager to perfect their skills. 


tion, 
Then, our 
Each 


applicant whose entry qualifies in its di- 


own exchange plan goes into effect. 


vision is eligible for an attractive cer- 
tificate or pin—testimony to a job well 
done. These awards are being mailed to 
students throughout the country—and to 
persons in distant lands who speak 
language other than our own. 


How many of these awards have you 


earned? The OGA test is below, the 
OAT on the opposite page, and the 


Competent Typist Test on page 50. Read 
the 
each of the tests, and submit them to us 


instructions carefully. Then write 





for possible awards. 

shorthand 
theory, filing, transcription, and book- 
keeping 
Teacher, 


Tests in shorthand speed, 


are published in Business 
a magazine that is supplied 
without cost to teachers and office train- 
Ask if you may take these tests also. 
They are another step toward a success- 
ful secretarial career. 
Practice makes 
you the perfect 


perfect—and makes 
candidate for a future 
exchange program. 





JUNIOR 
OGA 


(Order of Grege Artists) 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 
in narrower columns; you may use 
either blank or ruled paper. Shorthand 

notebook paper is fine. 
Your writing may earn you a 
Junior O G A certificate or pin. 














SENIOR 
OGA 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior O G A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 





© 


Cw OP Wwe Er. x 


et ee ee TO fe i tp 


I” mf 


ee Palen ge 


‘ale od 


REA AB ee 


wh YG 


haul #” 


a 
ual iae Oise 


— ONC tg we a ee D pe) © 


7.— ar 


Cee” 


CP x (130) 





—— 


O 





48 


TODAY’S SECRETARY 











MAKE A NOTE 


Even if you don’t have aspirations as a switchboard 
operator, it is important in an office to make a written note 
of any telephone calls you may take for your boss or someone 
else. The easiest thing to forget during a busy day is the 
telephone call you handled while Mr. Smith was out to lunch. 
Just a brief report jotted down on a slip of paper will prob- 
ably save some embarrassing moments. 

A phone message should be concise, but it should contain 
complete and accurate information: the date and time of the 
call, the person’s full name, his phone number, and your init- 
ials. Most important of all, you should indicate whether 
your boss is to call back, the person will call back, or what- 
ever further action is to be taken. 

One word of caution—you’ll want to be very careful that 
you have the caller spell his name, no matter how foolish you 
may feel. There are lots of homonyms (or so it seems) when 
it comes to last names spoken over the telephone. 
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Annual reports for $894 companies this year show com- 
bined get income after tax“offl7.5 billion.a decrease of 
, 1° . 
ton percent from the preeeeding year. 

, puns 

- , ye’ —" 

Net income last year after tax represented an over-al 
average net profit Margin of 5.5 peffeent on total sales e#*?/ 
income. This was Mere—nerrow than the 6.1 perfcent average 
realized in (757. 


ee — 
he following,showyg the uneven changes in the main dif 
of (inc, : 

caer pe a 8ed 


Net Income of Leading Corporations for the ee ag yt ? 
Ck 


1958-1959 


~ 
Usd rteetwes 





(In Millions of Dollars) 





' m 4 
Net Income fPere ent 
No. 0 Industry After Taxes AChange 
Companies Division 1958 1959 » 
1,852 Manufacturing $12,967,, h $10,643), -18 
_. 58 || |/ Mining 186 jj | | -24 
\ ot 232 || |/Trade (Ret Jahn. ) gar \ 773 || + 
224 || |/Transportation R 758 | | ~-17 
279 |} |/Public Utilities 2,703 || 2,973 | | #10 
115/ jj Amuse., Services 204 181 | | -11 
14] Remks & Finance _16/30_\ A 2,085 | 14 
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JUNIOR 
OAT 


(Order of Artistic Typists) 


In order to win a Junior OAT Award, 
your copy of the article alongside must 
be (1) neat and clear, (2) well placed, 
(3) without strikeovers or typographical 
errors, and (4) correctly spelled and 
punctuated. 


You may practice the copy until 
your entry represents your 
very best work. 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
42 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. ¢ Be sure your name 
and address appear on your paper. 
° Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. ¢ Test ap- 
plications received without fees are 
held thirty days only. ¢ Each Compe- 
tent Typist Test must be certified by 
the timer. The certification should 
read as follows: “I hereby certify that 
I timed this test for exactly ten min- 
utes and that it was written in ac- 
cordance with the rules.”” ¢ March 
copy is good as membership tests for 
OAT, CT (page 50), and OGA Awards 
until April 25, 1960. 











SENIOR 
OAT 


Senior candidates must submit 
a corrected copy of this 

rough draft typed on a sheet 

of plain paper. Be sure 

you make all the corrections 
indicated. 


There’s no limit to the number 
of times you may type it—just send 
us your best copy. 














MAR CH COMPETENT TYPIST TES T 
1 speed. 1 ber indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get the 
ee eipaacincnds Ty (ann taints ea” TTT ee 
(This cor 1 be double spaced.) Words Words 
We spend a good deal of our lives 7 Then we have the restless patients 306 
waiting. We wait for summer vacations 15 who are waiting to see the doctor. The 314 
or some special occasion or a meeting 22 woman sitting near the door tries to 322 
with an old friend whom we have not 2 quiet her little boy who is passing the 330 
seen in years. Children, of course, are 38 time by tearing up magazines. The 337 
always looking forward to something. 45 intermittent coughing of an elderly 344 
They anxiously await birthday parties, 53 man bothers another woman, and she 351 
the annual trip to the circus, and espe- 61 attempts to drown out the sound by 358 
cially the holidays when they receive 68s rattling the pages of the paper she is _ 366 
gifts. It would not be an exaggeration 76 reading. The patients are annoyed at 373 
to say that most of the time we are ss having to wait and complain to one 380 
waiting for something. 88 another. 382 
How different people pass their time 9% Soon, however, the nurse asks forthe 390 
while they are waiting is interesting to 104 next patient. Usually the woman who. 397 
note. Their actions depend mainly on 112 has been most impatient will be the 404 
what they are waiting for and, of 118 one who is very disturbed if the doctor 412 
course, how long they have been wait- 126 appears to be rushing through her visit. 421 
ing. 127 It seems that some people become 427 
The man who has his automobile 133 nervous when they have to wait for any 435 
double parked in front of a department 141 length of time. They begin to pace the 443 
store where his wife is shopping will us floor or to drum their fingers or even 451 
most likely be quite impatient. Light- 15 mutter to themselves. But this it not 459 
ing acigarette, he will glance nervously 164: true of all people. There are those who 467 
at his watch and keep a sharp eye out 172. are quite calm and relaxed while they 475 
for a policeman who might give hima 179 await the arrival of their dinner part- 482 
ticket. The man might drum his fingers 187 ner or their waiter to serve them at a 49 
impatiently on the steering wheel or 195 restaurant. They do not become an- 497 
try to get interested in a newspaper 22 mnoyed when a friend is late for an ap- 504 
article. 24 pointment. If they cannot be waited 512 
The poor man doesn’t know whether 211 upon immediately in a store, they will 519 
to circle the block or to take a chance 219 simply smile at the sales clerk and 527 
on staying where he is. If he drives 227 allow her to finish with another 533 
around the block, he might get caught 234 customer. 535 
in traffic. Meanwhile, his wife may 22 Someone has said that people who 2 
come out of the store and have to hold 29 have patience are contented people. sg 
heavy packages as she waits for him, 27 They will never become nervous wrecks _ 557 
getting more annoyed as the time goes 264 or develop ulcers over small matters. 565 
by. But if he stays where he is, he will 23 They do not hurry through their daily 572 
probably tie up traffic and be the object 281 lives trying to get everything done and 580 
of disdainful looks from other drivers. 2:9 then accomplishing nothing. They do 588 
Also, the risk of getting a ticket is 297 mot consider waiting a necessary evil. 595 
involved. 299 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Barbara Gayle 
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TRANSCRIBING SPEED PRACTICE 





The material below is the same as the C.T. Test across the page, and it is provided so that you can test and compare your speeds of typing from print 
and from shorthand. Compute your rate on this word-counted material in the same way you do when typing the C.T. 
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Heating. Plumbing. and Air Conditioning 


GREGG SIMPLIFIED 


absolute humidity 


absorption ¢ 
. “7 
adiabatic 5 lr , 
adsorption J “! 
airfoil fan 2, 
ambient a } 
J i > 
d 2 
aspect ratio - | Am 
atmospheric pressure ee 
yt 
axial-flow tan ar? 
backflow connection } F 
Cyt oO ) 
/ o£ 
basal metabolism +s 7 be 


be!l-and-spigot joint 


bint, 
C Ze 
Gy 
b~ 
UZ 


bituminous cool 
blind flange 


boiler horsepower 
boo ster 


branch tee 
British thermal unit 


butt weld fas » 
by-pass ( 
central fan system > aie 4 


, 
centrifugal 4 
, a = 
chimney effect 
circuit vent 


clearance 


“VL La 
closed cycle 


-_Y 2 
coefficient of performance 
combination fixture 


companion flange 
compound compression 


compression joint 


” 
condensate Ye Po 3 
7 Ay 
condensers Bar 
conductance gen oe 
a“? 
conductivity —. 
continuous waste —_— <2) 
“i « 
convection wn 
convertor 2 
oo a 
ling t 
cooling tower ——t 


counterflow 


critical velocity 
cross connection 


dead-end Pg 
defrosting i 
degree-day Pr iad 
dehumidification 

c—e 


dehydrator 


wt 3 
Fi ee ‘i 


is 
+ 
7A 


dew-point temperature 


diffuser 
direct expansion 


ut 
to 


Compiled for Today’s Secretary by Edna B. Daniels 


direct-fired heater “ / Dy co 


disc fan p <p 
Me he 
district heating a ? 
diversity factor ie ‘ A 
: a 


double-sweep tee 
draft stabilizer / - 


Cé 


iv... 
dry air / “Gv. 
dry-bulb temperature ¢ “et 
Z t 
dual-duct system yi tL 
dual vent if C7 
dynamic head P eee y 


effective opening 


effective temperature 
ejector 


electronic cleaner 
emissivity 


a 


“e be 
“2 S$ 
“}- 


equivalent evaporation #; lay 
evaporative cooling / / 


: ? y “ 
expansion joint 
Fahrenheit ) 4 


enthalpy 
entropy 
equivalent direct F 
radiation 


t= 


7 


> 
+ 
7, 


RA, 


‘ 


flange 
flush point 7 


flush valves 


frostproof closet ) Z. 

7 G7 
fume é A ) 
furnace burner unit <- 


fusible plug 
gage pressure 


galvanized pipe 


ate valve b 
9 i 2) 
globe valve -—~+ 
grate area ~~ Leo 


grease interceptor 
grille 


header 
heating effect 


heat pump SG 

humid heat C ws 

humidifying effect np. 

humidity ratio a oO 
Ox 

hydrostatic test LD? 


hygroscopic 
infiltration 


infrared 


i sobar 


insulation FF 


isothermal é — 

lapped-butt joint \_ 
oa 

latent heat ,* O 

limit switch _ se > 

louvers = 

make-up air =e 
<4 ¢ 

manifold —> 7 

mean radiant temperature “—-- J 4 

<-- —f 

mercury switch <-y 

micron 7 oo 

millibar 2 

modulating jz —rz 

needle valve . 7 

nipple ~, 

orifice ait 

ozone yr C- 

panel heating c po i 

percentage humidity (4, r 

perfect combustion C, 

perimeter heating / cede s 

permeance 

plenum 


pneumatic rad 
potable 


d | F- 
pressure-reducing valve Y- fg 
propeller fan ei co 


yy 

proximate analysis Cc c ae 
psychrometric chart a a 

: O° 
radiant heating 4G _ 
radiation Co 
recirculated air =~ i 
reducer Q were. 


reflectivity 
refrigerant 


iy 
ae J l 
7 we ot 


2 


refrigeration 
relative humidity 


relief valve 


A 
resistivity sf 


reverse-cycle p} “J ii 
refrigeration aoe y 
6 

na 


Reynolds number = c: 


saddle flange Fans 

DF Cc 
sanitary sewer oo . 
saturated air oe * eal 
screwed flange 3 “ 
secondary air CS en 

4 
self-contained — PU gatiiie 
cooling unit 

sensible heat 5,2 x 
sewage 7 ra 





Terms in 


socket weld ee 
soil pipe da.» 
& or 
, ‘ 
sol-air temperature A_Q- ( 


solder joint 


specific heat 
split sy stem 


square foot of 
radiator 


squirrel-cage fan 
stack effect 


Zn 
stack vent Lo) 
stot pe , 
“ , 
at 
static pressure ” Cc 
steam generator om 4 
- 
i. 
storm sewer Mo" A 


streamline flow 


street elbow 
subcooling ) 


subsoil drain 
suction pressure 


sump : ) 


superheated steam 


surface tension 
Swing joint 


tee joint »” 
therm — f 


thermal resistance 
thermocouple o— Y 


ton of refrigeration 
total heat 


toxic 
transmittance 


turbulent flow 
turning vane —_™ 


unit ventilator y, o 
vapor pressure f 


Puy 

velocity head CW. 4 
velocity pressure ) 

) G 
vent stack Zo 2 a 
venturi a 
viscosity . F 
viscous flow Z » re < 
volumetric efficiency —w 7 
waste pipe of 


welding neck flange \ aa C2 
wet-bulb temperature ZZ ‘@ 


aay 4 


wiped joint 
wrought iron ow 
wye 
yoke vent rs 
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A letter was missing, and Mr. Stout 
was certain that his secretary had mis- 
placed it. But Carol, equally sure that 
she hadn't, discovered her boss had ac- 
tually left it behind at a meeting. Torn 
between saving face for herself or her 
boss, Carol finally slipped the recovered 
letter between file drawers and took 
the blame. Was she smart to be the 


scapegoat? 


Cleveland, Ohio.. ) ae C<_+t 


¢ go) 2 ‘ 
pO ne wt Bm. 


Madison, Wisconsin... (Qe — re 


ne ae Con ec feo , ’ 


Varch. 1960 





TRANSCRIPTION CORNER 


We don't urge you to beware the ides of March 
but to beware of the ten errors in each letter below. 
When you're ready to check your answers with ours, 
turn to page 64. 


Dear Mr. Johnson: 

From a mutual aquaintance we have 
heard of your recent marriage, and we want 
to be among those whom wish you many years 
of happiness and sucess. 


Long experience has taught us that 
young married people need to build their 
homes on a firm foundation if he wants to 
have the most best chances for future suc- 
cess. That is why we want to offer you 
our services at this time, we want to tell 
you how you can have a insurance program 
that will cover all your needs and still 
fit your budget. 


If you will call us at MUrray Hill 
9-9420, we will have a representative 
call, and explain to you our various insur- 
ance policys. Even if you decide not to 
take out one of our policys, there is ab-= 
solutely no expense of obligation on your 
part. 


Cordially yours, 
-0~0-0- 


Dear Mr. Fitzgerald: 


Your account with the DeLuca Manfac-~ 
turing Company has been turned over to us 
for collection. They have tried for al~ 
most about six months to bring about a 
settlement but have been unsuccessful. As 
a last resort, they have consulted us. 


Since you had been so regular with 
your payments in the past, it is our 
client's wish to avoid any court action. 
In fact, they would be very happy if this 
matter could be settled peacably. 


It is very easy for misunderstandings 


to develop that intefere with the plea- 
sent relationship between a company and 
it's customer. But if we knew your rea- 
sons for nonpayment, we would do our best 
to get this matter straighted out. Please 
write us today, and either send a remit= 
ance or an explanation. We want to do 

we can to avoid taking stringant measures 
to bring about a settlement. 


Sincerely yours, 








GLOSSARY AND VOCABULARY BOOSTER 


INTERMEDIATE BOSS-WATCHING--page 45 


nf coloration 
a #, flamboyant 
— 27 garish 
a plumage 
ae a extremists 
apparel 
Psat trademarks 
9 chartreuse 
ie polka-dotted 
ae worsens 
lan ear 3 coherency 
as persecution 
YA panegyrizing 
> > foregoing 
oS heinous 


WOULD YOU HAVE BEEN THE SCAPEGOAT? «page 53 


ae a wounded 
a censure 
i predicament 
OP cas. hindrance 
—— criticized 
prestige 


\ 
< 


self-esteem 


revenge 
aD forgetfulness 
ae relatively 
bp barrage 
"Ss « accusations 
/ denials 
a mentally 


PANEGYRIZING (meaning): 
tolling in public 
HEINOUS (meaning): 
atrocious 
HINDRANCE (spelling): 
radiance, remittance 
SELF-ESTEMM (spelling): self-expression, 


self-government, self-confident, self-= 
respect 


eulogizing; ex= 
hateful; odious; 


reluctance, elegancésy 
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DEAR MR. EMPLOYER . . 


(Continued from page 19) 





Dear Mr. Jones: 


Mr. Thomas, vocational counselor at East High 
School, has suggested | write you about the possi- 
bility of employment with your company after | 
graduate on June 23. 

In my last two years at school | have majored 
in secretarial science. This included typing (75 words 
a minute), shorthand (100 words a minute), book- 
keeping, business arithmetic, letter and report writ- 
ing, basic economics, business English, and advance 
spelling and punctuation. During my junior year | 
was secretary of the French Club, am now vice- 
president of the Stamp Club, and have received the 
School Citizenship Award. For the past four years 
| have been absent only five days, tardy three times, 
and have maintained a B-+- average. 

For three years | have worked for the Children’s 
Aid Society on Saturdays and during the summers. 
The first two were on a volunteer basis, but last 
year | was paid to substitute for vacationing office 
personnel. | could have a permanent position there 
but prefer to enter a progressive commercial busi- 
ness such as yours. 

The following persons have given me permission 
to use their names as references: 

Mrs. Joan Doe, director, Children’s Aid Society, 2 
Bank Street, OXford 6610 


Mrs. Eleanor Smith, teacher, 16 West Branch 
Street, MAdison 1789 
Reverend Dr. J. K. Kirby, rector, Community 


Church, 49 Lake Drive, Ulster 1178 

| should greatly apprecicte a personal interview 
at your convenience. | shall be entirely free after 
June 23 or, before then, on any weekday after 3:30 
p.m. If there is further information you would like, 
please let me know. You can reach me at the address 
shown in this letter, or after 3:30 p.m. on weekdays 
at MAdison 7761. 


Sincerely yours, 


“Why don’t you write Jack Jones and see what he might 
have for you after graduation.” 


Greener Pastures? ????? 


Gentlemen: 


May | be considered for the next secretarial 
opening in your firm? | am now employed as secre- 
tary to Mr. Roy Allen, corporation lawyer for the 
Saul Company. However, there is little chance for 
further advancement here, and | prefer to work in 
a well-established general law firm such as yours. 

Among my present duties are taking the minutes 
of meetings and preparing reports, agendas, and 
briefs. We also answer from ten to twelve letters a 
day. | usually compose three or four replies for Mr. 
Allen's signature, and he dictates the rest. For the 
past two yeors | have checked the corporation's tax 
statements and prepared Mr. Allen’s tax returns. 

Prior to the three years on my present job, | 
was in a stenographic pool in this company for a 
year. Before that | worked for a year and a half as 
a stenographer-clerk at the Mutual Insurance Com- 
pany. That was my first job with a salary of $42 a 
week, increasing to $50 by the time | left. | began 
with the Saul Company at $55 and now earn $85. 

After graduating in the top quarter of my class 
at West High School, | attended the Dell Secretarial 
School for one year. There | maintained an A average 
and won several Gregg Awards for speed in typing, 
dictation, and transcription. 

You may get references from: 

James K. Hall, manager, Mutual Insurance Com- 
pany, 6 Park Row, JUdd 6810 

Dr. Alice Mang, dentist, 165 Evergreen Drive, 
CArle 1678 

Dr. George Porter, scientist, 81 Pinney Avenue, 
LAke 1679 

1 should appreciate your telling me before you 
contact my present employers since | have not yet 
mentioned to them that | plan to make a change. 

Please let me know if there is more information 
you would like. You can reach me by mail at my 
home address, shown on this letter. Or, you can tele- 
phone me any weekday between 9 a.m. and 5 p.m. 
at INdependence 7153 or evenings and weekends at 
Planter 6187. | look forward to a personal interview 
at your convenience—either now or later when there 
is an opening for which you think | might qualify. 


Sincerely yours, 


Help Wanted: Secty-Steno. Exp. essential; own corres; “Mary. | hear that one of the secretaries at Jones and 


good at figures; Smith is leaving in about a month to get married.” 


Spanish helpful; publishing 


Gentlemen: 


May | be considered for the secretarial position 
you advertised in today’s paper? Carr Publishers, 
for whom I've worked the past five years, recently 
moved to a suburban location that it is impossible 
for me to reach. Therefore | am available at once 
and should like to stay in publishing if | can. 

As secretary to the export manager, Mr. Stone, 
| handled a substantial amount of correspondence. 
| was able to compose about half the replies for his 
signature; he dictated the rest. | was also respon- 
sible for the company’s foreign sales records—almost 
100 per cent figure work. Spanish speaking countries 
are among the principal customers; therefore | under- 
stand and speak the language with some fluency. 

Prior to joining Carr, | was secretary to the gen- 
eral manager of Wards Store for two years. In ad- 
dition to the normal secretarial duties, there was 
considerable figure work in that job. 

| am a Certified Professional Secretary, a mem- 
ber of the National Secretaries Association, and 
treasurer of the Central Church Young Adults. 

In addition to my most recent employers, you 
may also wish to contact as references: 

John Coe, general manager, Wards Store, 16 
West Street, MArket 6-1907 
Miss Marion Storr, nurse, 1176 Allen Street, LAke 


Dear Mr. Stett: 


A friend, Miss Sally Thompson, has told me there 
is to be a secretarial opening in your organization 
in about a month. | should appreciate being con- 
sidered for it. 

A recent refresher course at the Mart School has 
restored my typing and shorthand speeds to what 
they were when | worked as a secretary before my 
marriage fifteen years ago. Specifically, typing at 
80 words and dictation at 110 words a minute. The 
course also permitted me to learn something about 
current business practices. 

During my marriage | have been active in civic 
affairs and in club work. | served as president of 
the Parent Teachers Association for three years and 
have been treasurer of my alumni club for the past 
two years. | have continued to be interested in busi- 
ness—particularly insurance—and have looked forward 
to returning to it when my children were old enough 
to care for themselves. Now they have reached their 
teens, and my mother lives with us. Therefore, | feel 
| can now resume a business career. 

For references, please contact the following per- 
sons who have given me permission to use their 
names: 

George J. Oller, principal, Elton School, 16 Center 
Avenue, STate 8181 


6-1986 Mrs. Susan Carey, executive secretary, 87 Pine 
Gordon Matt, attorney, 16 Corbin Avenue, STate Drive, MArket 8904 
7-1987 


Dr. Elmer Krug, physician, 615 Fourth Lane, STate 
1054 
May | come in for an interview at your conveni- 
ence. A letter to the address shown or a telephone 
call at STate 1163 will reach me at any time. | look 
forward to hearing from you soon. 


Please let me know if you would like additional 
information or references. | can be reached at any 
time at the address shown on this letter or by tele- 
phone at BArker 6-1145. May | have a personal inter- 
view at your convenience. 


Sincerely yours, Sincerely yours, 


March. 1960 
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clippings, and any other impedimenta 
home. 

\ day or two before your interview, 
dress completely, including your hat, 
coat, and gloves. Parade before a full- 
length mirror and notice your posture, 
walk, and way of sitting. Take off the 
gloves and coat and sit again. Is your 
skirt so tight it rides up around your 
knees? 
coming length? Does your slip show— 
standing or sitting? Take off your hat 
and look at your hair. Is it clean, becom- 


Is the hemline even and a be- 


ingly styled, and unstreaked? Check your 
hands and fingernails. Please—no vivid 


or chipped polish! If you're a hangnail 





nibbler, gentle use of the fine side of an 
emery board will erase most traces of 
rough skin. Remember to check your 
teeth and breath before the zero hour. 


Your Business Papers 

We've already mentioned the pen, pen- 
cil, and eraser you must take. Be sure 
you also have a steno pad, preferably 
unused. Include two copies of your résu- 
mé, even though the person interviewing 
you has already received it. It may have 
become lost, or he may just want to see 
how well prepared you are for emergen- 
cies. The second copy is for yourself in 
case the interviewer goes down your 
résumé point by point. 

If you have samples of your work— 
letters, memos, or other business forms 
done in school; any creative work that 
has a bearing on the position or firm 
concerned; letters of recommendation; 
awards for shorthand, typing, transcrip- 
tion, or 





bookkeeping excellence—put 
them in a three-ring binder in some defi- 
nite order. In the case of samples of 
your typing, include a notation at the 
bottom of each as to the time it took 
and ask your teacher to sign it as veri- 
fication. 

The best way to carry these items is 
in a slim plastic briefcase—available in 
stationery stores at a nominal cost—or 
in a large, immaculate, manila envelope. 


Your Manners 


There are certain fundamentals in 
handling yourself during an interview. 
You should review them mentally before 
leaving home. Never, never presume to 
take out a cigarette and light it during 
an interview. If your interviewer asks 
whether you would like to smoke, play 
it safe and say, “No, thank you.” 


First point of good manners is to arrive 
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on time 





preferably a few minutes early, 
so that you can sit quietly in the recep- 
tion room but not so early you begin to 
fidget. If there’s any company literature 
about, read it while you are waiting, and 
store any pertinent information away for 
possible use during the interview. 

When you are ushered into the office, 
approach the executive's desk confidently 
and with a smile. Wait to be asked to 
sit down—and do not offer to shake 
hands unless he does. 

Remove your gloves and slip them 
into your handbag. Do not put anything 
on the desk. If you are a twiddler, con- 
centrate on holding your bag and brief 
case. Whatever you do, never make the 
mistake of shopping on your way to the 
interview, thus arriving laden with par- 
cels. This creates the impression that you 
do not consider the interview very im- 
portant and also presents the embarras- 
sing problem of what to do with the 
packages. 


Your Responses 
What will he ask me first? How do I 


answer? How much should I say? Should 
I ask him about the company? My sal- 
ary? Raises? Vacations and other bene- 
fits? If he asks me to take a test, must I? 
If he offers me a job, do I have to accept 
it immediately? 

These are only a few of the questions 
that may be racing through your mind 
as the fatal moment approaches. No one 
can tell exactly what the interviewer will 
ask, the order in which he will proceed, 
or what he will say. If we could, there 
would be no problem—and no great chal- 
lenge, either. 





The best way to be prepared—espe- 
cially if interviewing is new to you—is 
to enlist the aid of your father, brother, 
or a business friend to conduct a trial 
interview. The more people who can help 
you, the better, since each one will chink 
of different questions, a new approach, 
and will react to your résumé and your 
answers in a different way. 

Learn from their reactions and criti- 
cisms, take the time to develop your an- 
swers more fully, practice jumping from 
one subject to another, so that you can 
tell your story backwards and forwards 
without hesitation, exaggeration, or un- 
due modesty. 
that the interviewer will 
set the pace, but he does not want to 
carry all the burden. Listen carefully 
and quietly to each question, do not in- 


Remember 


terrupt, think about it a moment or two 
if necessary, and then answer as fully 
and concisely as possible. Do not allow 
yourself to ramble in a stream-of-con- 


sciousness fashion, but give all the vital 
information, so there is no need for re- 
peated “and then what did you do?” 
follow-ups. 

Some men prefer to ask most of the 
questions in a direct sequence, building 
up from one point to the next. Your main 
job then is to answer intelligently, giv- 
ing a little additional information about 
yourself on which he can build his next 
question. Others like a more free-wheel- 
ing approach, such as, “Now. Miss Nes- 
bitt, tell me about yourself.” 

This is your opportunity either to sell 
yourself—or talk yourself out of the job. 
The interviewer is not interested in your 
family tree, boy friends, hopes for an 
early hobbies, or 


marriage, outdoor 


sports. Far from it—he wants you to 
give him an informative, logical account 
of your training, qualifications, and am- 
bitions. 

Remember to keep your voice clear. 
well-modulated, and speak at a moderate 
—not frantic—rate. Smile and show en- 
thusiasm and interest—but refrain from 


being gushy, familiar, or giggly. 


Your Test 


You may very well be asked to take 
some dictation, and you should welcome 
the opportunity. Now’s the time to use 
the equipment you have brought along. 
Take your time getting your steno pad 
and pen out, but don’t prolong it. (This 
is one reason for cleaning out your hand- 
bag the night before.) Zip the case 
closed, set your handbag on the floor 
beside your chair, use the case as your 
lap desk. When you are all set, smile— 
and go to it. 

When 
interviewer show you where the desk you 
will use is located. Take a minute to 
try the typewriter out before starting 


the dictation is over. let the 


your transcription. Do the best you can, 
proofread before removing from the ma- 
chine, and make any necessary correc- 
tions. If you are told to turn the test in 
as soon as you are finished, do so. Some- 
one may be timing you or checking to 
see if you pay attention to instructions. 
Never, never make excuses for your work. 


Most 


natural nervousness, and your book of 


executives make allowances for 
samples will show what you can do under 


normal conditions. 


Your Salary 


Unless you already know the salary 
offered—and presumably are willing to 
accept it—do not bring up the question 
of money until your interviewer does. 
He may ask, “What salary do you think 


(Continued on page 58) 
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you should receive, Miss Nesbitt?” You 
do not want to ask for too little, nor do 
you want to price yourself right out of 
the job. 

There are several guideposts you can 
follow, depending on your situation. 
Naturally, if you are a beginner with 
only part-time or summer jobs, or per- 
haps no experience at all, there is not 
much question about the correct re- 
sponse. You can only say sincerely, “I 
will be very glad to start at the regular 
salary for beginners in this position.” 

Rest assured that most companies have 
a definite scale of salaries, and the 
question of raises has been worked out 
within a framework fair to all employees. 
Save the inquiries about when you can 
expect your first raise for much later— 
preferably after you have begun work. 

If you have had some experience, how- 
ever, you naturally face a different prob- 
lem. The number of years you have 
worked, the responsibilities you have 
held, and most importantly, how you 
will use them in this job, all have a 
bearing on salary. You should have given 
a great deal of thought to it before you 


set out on your job hunting campaign. 
Presumably, you have taken the time to 
make inquiries about the “going rate” 
for girls of your background. 

If you do not know what the company 
is willing to pay, do not pin yourself 
down irrevocably to a specific figure. 
Say that you have been hoping to find 
something within a certain range, nam- 
ing the lowest figure you will accept and 
the highest you can expect. 

If you have done a good job of pre- 
senting yourself, your chances of com- 
ing out well salary-wise are excellent. 
Do not hesitate to say that you hope to 
advance according to your abilities and 
opportunities, since the urge for self- 
improvement is always commendable, 
provided it goes hand-in-hand with the 
urge to do more than just what is ex- 
pected of you. 


Your Leave-Taking 

When the interview is over—and it 
generally is not hard to tell if you re- 
main alert to the trend of the conversa- 
tion—ask when you may expect to hear 
from the interviewer. He may suggest, 
“Give me a ring Thursday morning,” in 
which event, be sure that you do, even 
if you have decided in the meantime 
that the position does not appeal to you. 


Always follow up every interview with 
a short thank-you note, expressing appre- 
ciation for his time and interest, the 
hope that you will be able to become 
a member of the firm, and an indication 
when you will call to receive his decision. 

If by any chance, the job is offered 
to you on the spot, do not hesitate to 
say that you would like to think it over 
and telephone him the next day. This is 
especially advisable if you are applying 
for your first position, since you should 
discuss it with your parents. 

Never leave anyone “high and dry” 
without a definite yes or no, if you have 
promised to call back. The agency you 
have used will be justifiably annoyed, 
since it reflects on their reputation. And 
your reputation will be damaged with 
the firm that has offered you work. 

Always take the time after every inter- 
view to analyze the conversation, looking 
especially for the points where you felt 
your answers were weak, indirect, or 
unsatisfactory in any way. Such thought- 
ful analysis will develop your self-con- 
fidence and increase your ablity to han- 
dle all sorts of questions. 

Follow this plan of action for each 
and every interview you face and you 
will soon find that the need for inter- 
views will be over. 
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You too can stay young indefinitely* by letting 
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knowing that Grip-N-Pull, with all its advantages 
and long wear, still costs no more than regular 
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patented features of Grip-N-Pull. 
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Following the advice of her new 
friends, Anne registered for the Civil 
Service examination and applied for a 
the Although 
the application form was very detailed, 


position in city courts. 
she decided to prepare her own résumé 
in the event it might be needed at the 
time of a final interview or in case she 
decided to seek a position in a private 
law firm. 

Julia Davis Matthews, 
tary, 


former secre- 
now a wife and mother, faced an- 
other type of situation in her search for 
a job to help expand the family budget 
the keep herself 
occupied now that her youngest was in 


and, at same time, 


school. A good secretary when she was 
tried to 
maintain her shorthand and typing by 


steadily employed, Julia had 
taking on one volunteer assignment after 
another. 

Her husband was an up-and-coming 
salesman who traveled a great deal and 
always depended on Julia to type his 
letters and reports while he was on the 
As soon as her oldest child entered 
P.T.A. 


found herself editing the 


road. 


school, she joined the and soon 
monthly news- 
letter. She also did voluntary secretarial 
work for her church and served as Publiec- 
ity Chairman for the Women’s Associa- 
tion 

Adding up the hours she spent over 
her portable typewriter one way or an- 
the 


schooling for 


other, and comparing them with 


mounting costs of private 
her two children, Julia decided to go 
Her 


after-school baby- 


job hunting in earnest. mother 


the 
and her husband admitted 


volunteered for 
sitting stint, 
that his office could handle most of the 
work she had been doing for him. 
When Julia sat down to draw up her 
résumé, she decided to play her 
but 
work during her marriage. 


up 


very valuable scattered volunteer 
Note how she 
finally organized the record, 


Each of 


was successful in 


candidates 
the 


because she 


our secretarial 

locating exactly 
position she wanted—first, 
analyzed her qualifications, interests, 
and potentials in deciding where she 
would be happiest: second, because she 
took the time to prepare an intelligent, 
comprehensive, and imaginative résumé 
putting her best foot forward; and third, 


because 


she followed the other steps 
essential to winning any job-hunting 


campaign. 

Try them out for yourself—and watch 
your secretarial 
heights! 


career zoom to new 


March. 1960 













WALLET rn s00 


§ for yoo 


60 for $2.00 


plus 25c 
handling 


with order. 


Money-Back 
Guarantee 

if not 
completely 
satisfied 


ROY PHOTO SERVICE 
Dept. 70, GPO Box 644, New York 1, N.Y. 


Enclosed please find portrait photo or negative 
which will be returned unharmed. 


x7" portrait [] 25 wallet photos plus FREE enlargement @ $1.25 


phe one [_} 60 wallet photos plus FREE enlargement @ $2.25 
with each [_] Additional enlargements with this order, 40¢ ea. 
Dein ntsc cgataitbansencestacese veabisinhibnach iets ; 
order. CS Oe oe ee ae 
i icsiicseckcenprteviciucsosesnnstudouteanibas State 


Perfect for job, school and pass- 
port identification. Genuine photos 
made from your own portrait on 
silk finish studio paper. 2x3". 
Send picture (returned unharmed) 






cctidtaianimamaaanaacatelgage 








Make paper handling 


easier and safer 








Get ADVANCO 


No holes to punch—no holes to tear. 
Easily insert or remove sheets. Your 
papers are in order, safe—the Advanco 
clip bulldog-grips 1 to 150 sheets. 
Only 2 parts—lasts indefinitely. 


Ask your stationer! 
If he doesn’t carry Advanco, write us 


Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


f"—-—MAIL COUPON TODAY-~—~ 
RITE-LINE CORP. 

















punchless paper holders 


NOW for name of dealer nearest you. 


4209 39th St.,N.W., Washington 16, D. C. | 
aero send me a free copy of your Folder. | Co 
| Nome | MADE IN U.S.A REG. U.S. PATENT OFFICE 

Add | 

: ee: | | ADVANCO PRODUCTS, INC. 
city——____—Zone— ‘State ___—. | 76-05 51st Avenue, Eimhurst 73, N.Y. 


59 


















Be Just as 
Proud of Your 
Erasing 
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— on today’s superb machines— 
electrics or standards—typists make occa- 
sional mistakes. But you can be just as 
proud of your erasing as you are of your 
typing. Erasing results are almost unbeliev- 
ably clean and quick with these specially 
selected Weldon Roberts Erasers for cor- 
recting impressions made through carbon 
or fabric ribbons. 


JUST TWO EASY ERASING STEPS: 


Removes surface carbon to prevent 
smearing. Soft green rubber encased 
in spiral poper wrap- 
ping with pull-string 
for easy repointing. 
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2 NO. 3650 * 
» GRAYPOINT 
WHISK 


Removes the final image. 
Wood-cased eraser with 
quality gray rubber core. 
Easily repointed in any 
pencil sharpener or with 
a knife. Hexagonal; 
won’t roll off your desk. 
With whisk for brushing 
away eraser crumbs. 
(NO. 365 GRAYPOINT, 
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whisk.) 
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rubber core. Spiral paper 
wrapped, like NO. 448 
Green Glow. The Gray- 
point Erasers are also 
superb for erasing im- 
pressions typed through 
fabric ribbons. 





Order these erasers today 
from your stationer! 


WELDON ROBERTS 


RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 
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(Continued from page 32) 
was deciding what to do with little Dean. 
He’s ten years younger than the others. 
I tried to stay home, because I do feel 
very strongly about mothers being with 
little ones. But after ten years at work, 
I just couldn't get used to it. He’s gota 
nurse, and I’m back at the job.” 

In this case, Mrs. K. was doing her 
children and family more good by work- 
ing. If competent, loving care can be 
hired, youngsters will benefit more than 
under impatient, tense ministrations . . . 
even from their very own mothers. 

That the often harried young mother 
longs for the peace and order of an 
office job on occasion is not surprising. 
If it can be arranged, we believe there's 
no real moral difference between spend- 
ing a few hours a week at a temporary 
secretarial job and devoting the same 
length of time, as is all too frequently 
done, to social get-togethers or volunteer 
work. However. the young mother does 
well to examine the price she has to pay 


for working—the dollars and cents costs, 





as well as the psychological costs to her- 
self and her pre-schoolers. More worth 
while in the long run might be the cur- 
tailing of both paid and volunteer work. 
since there’s nothing like having mama 
right there for comforts and kisses .. . 
and even occasional spanks. 

Even with children of nursery school 
age, a mother must carefully consider 
costs, both emotional and financial, be- 
fore she decides to work. Nursery school 
or home care is expensive .. . in some 
larger cities often topping $100 a month. 
If mama’s a realist, she knows that clean- 
ing help can run as high as $1 an hour. 
A good job generally requires good 
clothes. There are cleaning bills to be 
met, lunches, transportation, plus many 
hidden that drain the 
cream if not the milk as well from a 


woman’s salary—ofhice contributons, cab 


working costs 


fares in case of lateness, over-the-phone 
food ordering and the like. 

Figures have been put forward that 
prove a part-time job offers more net 
profit with less time spent away from 
home. Savings in household help, 
lunches, income tax, and so forth can 
three 
days a week instead of five, for example. 
Even here the cash return may not be 
worth the wear and tear. 


be effected by working part time 





But with marriages and families com- 
ing earlier, a woman in her early thirties 
usually finds herself with quite a bit of 
extra time on her hands. All her children 
may be in school, and for the greater 
part of the day, she is unoccupied. 


(Continued on page 64) 
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(Continued from page 37) 

7. Below is a name in a box, followed by four 
names in alphabetic order. The spaces between 
names are lettered a, b, c, d, and e. Decide in 
which space the boxed name belongs; blacken 
that space on the Sample Answer Sheet. 





Kessler, Neilson 














al-> 

Kessel. Oscar 
hb) > 

Kessinger. D. J. 
Cc) > 

Kessler. Karl 
d) > 

Kessner. Lewis 
e) > 
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And... good luck!, | an ae 
Send to: | 

Cathal dinsiten te tani analiaan eck os he | LEEDALL PRODUCTS MFG. CO., INC. | 
amet | _____ MILLTOWN, NEW JERSEY 
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with new AVERVET. 


Yes—labeling file folders is 
now fast and clean—no longer 
a chore. There’s no sticky, 
gooey sponge to wet and handle 

...no bad-tasting mucilage 
to lick. Avery labels are on at 
the touch of a finger... 
easily, neatly and quickly. 
They’re color coded—in a selection of 10 beautiful colors 
plus white—for fast, positive identification and reference. 
Improve the appearance of your files by color-coding 
and relabeling each folder with Avery adhesive File 
Folder labels. Expensive folders can be re-used and 
still remain neat and presentable in your files. 
Filing can be fun—if you do. They'll make your job 
easier—and a boss’s business more profitable. 


RR. 2... 


Available from your 
stationery or office 
supply dealer—in 
sheets of 8 labels 
with guide lines 
for uniform 
typing—and 

the last label 
won't slip in 

the typewriter 
because of the 
extended back- 
ing sheet! 


a 









| AVERY LABEL COMPANY, Div. 152 
117 Liberty St., New York 6 © 608 S. Dearborn St., 
revolutionizes , Chicago 5 1616 S. California Ave., Monrovia, 
! 
! 
! 
! 
! 


Completely 
office filing— California e Offices in Other Principal Cities. 
See them... try them 
today! Write for your 


Please send me samples of Avery file folder Labels. 

















FREE samples of Avery My Name Position 
file folder Labels— 
\ ‘Company. 
... Then BUY / | Address 
them at your \ 
stationery dealer! 1) City State 
' 
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WOULD YOU BE THE SCAPEGOAT? 


(Continued from page 53) 













he be any 
Cel wip. ,-<é 


woo Pc. tes 


Dryden, New York... ef Fy — ae 

ae ot 
. GYurw fy 
47 2 pew v9 C7 > 


Flint, Michigan... @ . an i 


Madison, Wisconsin... eal a 
heise © oe 
29. Bk 6 7 
ie ee 4) if ce. ae 

Ye £ f a 


Flint, Michigan... Pe 7 Pa => 
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FARE FOR THE FAIR 


(Continued from page 43) 





In the evening, in just four minutes you can open, 
heat. and serve a can of soup. You can pop a frozen TV 
dinner in the oven, and it will be ready by the time 
you've finished eating your soup. And keep in mind that 
frozen and canned foods are as nutritious as fresh foods 
because manufacturers process their produce rapidly 
and at the peak of maturity. 

There is no excuse today—even for the working 
woman—not to be well nourished with a minimum of 
effort. The small investment of time will secure your 
health and beauty. 





OOPS, WE FORGOT... 





. . to give credit where credit is due. In our February 
issue, we describe the dress by Rembrandt, but neglected 
to mention the handsome great Danes—from Animal 
Talent Scouts, Inc.—and the snazzy car—a Vespa. Our 
apologies .. . and Vespa, Vespa, Animal Talent Scouts, 
Animal Talent Scouts!! 








you can beat anyone in your office when it comes to 
centering. Just measure the line and read the Steno- 
graphic Centering Scale to see where to start. Only 
takes seconds—and you’re 100% exact. 
For elite, pica, or variable-spaced type. 
ONLY $1.00, postpaid. Satisfaction guaranteed 


STENOGRAPHIC CENTERING SCALES 
Dept. T-1, 1511 N. Algona, Dubuque, lowa 

















March, 1960 


The greatest 
thing in 
carriages 

since 


MTT Lie LLLLLLLL Li 


babies 








high qulity WEBSTER 
CARBON PAPERS 


With Webster MultiKopy in your typewriter 
carriage you get so many advantages. 


Exclusive, Uncoated Numbered Edge makes 
carbon handling easier and cleaner. It insures 
you neatly typed, even carbons every time. 


Stays Flat even in extreme temperatures. 
Each sheet is specially treated to insure 
smooth, fiat, uniform handling ease. 


Weights and Finishes to fit individual needs. 
You'll get crisp, clean results whatever your 
typing requirements. 


And Webster offers you a variety of other 
high quality duplicating supplies: typewriter 
ribbons in cotton, nylon and silk for all type- 
writer makes; office machine ribbons for most 
types of adding, accounting, tabulating and 
addressing machines; carbon paper rolls, and 
spirit duplicating papers and master wntts. 


plus: hand cleansers, type cleaners, instrument 
oil, and duplicating fluid. 


At better office equipment dealers every- 
where — make it clear you want 


Webster 


MultiKopy Durametric Carbon Papers 


Always send a “‘Time-Saver"’ courtesy carbon copy 


F.S. Webster Company « 17 Amherst Street « Cambridge, Mass. 








..-USES DANDRICIDE 





** PAULA PARDO, an attractive 
brown haired, brown-eyed execu- 
tive secretary at a New York ad 
agency says:" Early in my career I 
became aware of how important 
personal grooming is to success — 
advancement and promotions. In 
the business world personal groom- 
ing, especially your hair and con- 
trol of dandruff is a must. With my 
brown hair uncontrolled dandruff 
would be embarrassing. I found 
rinsing with DANDRICIDE after 
each shampoo removes dandruff 
with a clean refreshing action and 
it helps keep unsightly dandruff 
away. Whether you are a ‘gal fri- 
day’ or not, a dandruff free scalp 
will add to your self-confidence 
and business poise. I know it did 
to mine. °° 


ANTI-DANDRUFF RINSE 


DANDRICIDE guarantees 
results against the 
toughest case of dan- 
druff. And best of all, 
DANDRICIDE is pleasant, 
effective and easy to use. 
The large $1.00 bottle 
lasts for months. Get 
DANDRICIDE at your 
drug store, beauty shop, 
cosmetic counter, or 
mail $1.00 to: 


DANDRICIDE 


an, 
CANDRUES wince 








DANDRICIDE COMPANY 
116 127H STREET, BROOKLYN 15, N. Y 
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(Continued from page 60) 

It’s at this point that so many women 
begin to feel the lure of the business 
world and succumb to it. Judging by the 
number of working wives, American hus- 
bands must be agreeable. Perhaps it’s 
because today’s working wife no longer 
casts a reflection on a man’s ability to 
provide. We've come far enough so that 
we can accept the individual woman’s 
liking for work per se. And if her hus- 
band feels that work makes her happy, 
and doesn't entail a complete revolution 
of home life, neither of them is against 
present luxuries or future security. 

To the childless wife, the opportunity 
to work after marriage is perhaps her 
greatest boon. If she feels in no position 
to adopt children, the demands of a job 
and the personal gratification of working 
can in part make up for any lack she 
may experience. But though she’s not a 
mother, she mustn't forget she’s a wife. 
A completely career-geared woman is not 
the happiest sort of person to live with. 

The woman in her late forties, wid- 
owed or not, also faces an emptiness 
which work can fill. Her children are 
grown and/or married, and a job may 
not only be a stimulant but a source of 
necessary funds. 

It was formerly difficult—and is still 
not easy—for older women to re-enter 
the business world. Good planners begin 
to brush up on their secretarial skills 
long before they're needed, knowing full 
well that from now on it’s going to be 
efficiency and not appearance they'll have 
to offer a prospective employer. 

Many 


smartly dressed, well-groomed older wom- 


ofhces, however, welcome a 
an as a definite business asset, if to her 
office skills she adds mature judgment, 
deliberation, and calm—in short, if she 
is a lady blessed with tact, grace, and 
discretion. 

Yet even here, the sailing isn't all 
smooth. A woman's secretarial skills may 
be top notch, but in most cases she hasn't 
been under ofhice pressure in many years. 
New methods, machines, and manners 
may take a good deal of getting used to. 
Accustomed to directing her own home, 
she may find it difficult to take orders 
again or have a younger person as her 
immediate superior. Even if all goes 
well, there are still the important con- 
siderations—health, grandmother duties, 
and so on. 

Again we ask... why do they work? 
Is it love or money? We think on the 
whole it’s an individual matter . . . per- 
haps a bit of both. Women enjoy work- 
ing. They enjoy getting paid for their 
day’s work, but most of all they enjoy 


what their proudly earned money can do 
for their families. 

Not that housekeeping isn’t work or 
doesn’t give a satisfaction of its own, a 
more intangible one perhaps. It’s that 
many of today’s wives feel they can 
handle domestic achievements and those 
with pay checks attached too. 

The facts and figures force us to admit 
that the jobwife is here to stay—and 
more power to her right arm. There'll be 
days, even weeks, when the greener office 
fields won't seem quite so enchanting as 
once they did . . . the tired days and 
the temper days. But there'll be the good 
days too ... when the mortgage is paid 
off or the tuition check mailed . . . that 


make it all worth while. Adapting, 
modifying, compromising, appraising, 


and reappraising her goals with as much 
realism as she can, we're sure the Ameri- 
can working wife will try to find those 
values most worthy of herself as woman, 
wife, and mother. 





(Key to quiz on page 13) 
They Rhyme with “Aid” 
1. braid; 2. obeyed; 3. blockcade; 4. paid; 
5. played; 6. suede; 7. wade; 8. 
9. betrayed; 10. mislaid. 


afraid; 


Self- or Selves-Ending Pronouns 
1. O.K.; . . . to Mr. Stone and me.; 3. 
O.K.; 4. O.K.; 5. James and!I...; 6. 


. . . deliver them to me.: 7, 
bers as well as us.; 8. O.K. 


«+ « « Mem- 


Do They End with “al,” “el,” or “‘le’’? 
l. punctual; 2. staple; 3. bicycle; 4. 

signal; 5. towel; 6. lapel; 7. receptacle; 8. 

dismissal; 9. channel; 10. eventual, 


Think of— 


l. prevaricate; 2. 


gencies; 4. 


; - j 
irrevocable; o. eXIi- 
temperamental; 5. extraordi- 


narily. 
Murdered Apostrophes 


1. doesn’t, that’s: 2. There’s, its: 3. Yours: 
4. It’s, another's, 
f.o.b.’s; 7. 


one’s: 5. c’s, m’s: 6. 


awards winners; 8. attorneys. 





(Key to project on page 54) 

Letter | 

Line 1—acquaintance; line 3—who; line 
4—success; line 7—they want; line 8—take 
out most (double superlative) ; line 10—in- 
sert either a period or a semicolon after 
time; line 11—an; line 16—no comma after 
call; lines 17 and 18—policies; line 19—or 
(not of) 


Letter 2 

Line 1—Manufacturing; lines 3 and 4— 
take out either almost or about. preferably 
about since there is another one in the sen- 
tence; line 11—peaceably; line 13—inter- 
fere, pleas-ant; line 15—its; line 17— 
straightened; line 18—remittance; line 19— 
do all; line 20—stringent 
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Ma 


shopping spree 


THERE’S A GRIDDLE IN THE MIDDLE of 
this toaster-broiler. “Le Chef” unit in- 
cludes temperature-con- 
trolled broiler. and quick-heating griddle. 
Chrome measures 14 by 8 by 6 


pop-up toaster, 


finished, 


inches. Send $24.95 to Consterdine Enter- 
LC1-TS. 
Mich. 


prises, Dept. 
Ave.. Detroit. 


1844 | ake wood 





HAND-SOME these wash- 


and then some, 
able deerskin 


centuate the 


gloves. Sportie-Shorties ac- 
positive values of any outfit. 
white, black, cork, or 
Two-year guarantee with each 
pair. Send $3.95 to A’Delman 
Dept. 3F, Box 175, 


Come in beige; 
sizes 6-8. 
Glove 
Factory, 


N. Y. 
a 


THE POLISHED WAY to a self-manicure. 
Take the fuss and muss out of nail touch- 
ups with a Manicur-ette. Hand rest ele- 
vates one finger at a time for smudge-free 
polishing: compartments hold bottles and 
files. Plastic rest sits on lap or chair arm. 
Yours for $1: from The Herbert Mart, 
Dept. N. W. Station, 
Kansas City 


Gloversville, 





LETTUCE SERVE A SALAD in this smart 
Molded of Implex (a 
Plexiglas), set is unbreakable, 
gold- 


serving 


salad set. 
form of 


ebony 


stain resistant. Choose silver- o1 


finish 


pieces, 


base. Nine-inch bowl, 2 
1 individual bowls, $9.95: addi- 
tional small bowls, 4/$6.50. From Inca 
Imports, Dept. TS, 225 W. 86 St.. New 
York 24, N. Y. 





TS-41, Box 403. 
4. Kan. 


WORTH ITS WEIGHT in glass 


your fa- 
vorite photo. “Photodecor” permanently 
mounts your snapshot in a glass paper- 
weight, gives it 3-D depth. Use on desk 
or as wall decoration in home and office. 
Send $2.95 and wallet-size picture to 
Ellee Enterprises, Dept. TS, 523 S. Fifth 
Ave., Mt. mB 


Vernon, 





rch, 1960 





A CAREER IN THE 


VEE AGE= 


eS AWAITS YOU! 

The nation’s Airlines are hiring hun- 
dreds of Gale Graduates each year as 
Reservationists, Ticket Agents, Communi- 
cationists, and Teletypists, paying well 
above average salaries. 

Train at the career college that teaches 
you how to make a good living! Home 
study pre-training also offered. 

AGES 17% to 25 
FREE 


HIGH SCHOOL EDUCATION 
HOSTESS 
or hewe 





REQUIRED 
licensed by the State of Minnesota, 
Established 1941 


oc =e ALE els 


AIRLINE TRAINING CENTER 


Dept. TS, 3255 H pin, Mi polis 8, Minnesota 














Name 

Address - 
Town —— a 
State namie Se 
Phone - eee 


MEN! GALE TRAINS YOU, TOO! 
Home Study or Resident Training) 
JET ENGINE TRAINING [| 
AIRLINES [ RAILROADING [] 

ENGINEERING DRAFTING [] 
SURVEYING [_) 













/ 








Memo To THE OFFICE GIRL! 





Here‘s a new way to ATTRACT ATTENTION at the office! 
Just wear the SECRETARY'S CHARM BRACELET with its 
twelve intriguing business office miniatures (only partly 
illustrated above). Among them are: TIME CLOCK, 
STAPLER, TYPEWRITER, PENCIL SHARPENER, SWIVEL 
CHAIR, TELEPHONE, ETC. Hamilton Gold Electroplated 
—$4.98, STERLING SILVER—$19.95, 14K Gold—$129 
Prices include postage, tax, gift box. ORDER TODAY! 
Money Back Guarantee. EXTRA FREE CHARM: On all 
orders received by March 31st, we will include FREE a 
steno pad & pencil charm and our 56 PAGE lavishly 
illustrated catalog 

PERSONALIZED GIFTS CO., Dept. 63-5 

160 Fifth Ave., New York 10, N. Y. 





KILL THE HAIR ROOT 


Destroy unwanted hair PERMANENTLY. Use con- 
woven & ot home. When you hove reed our 


instruction book coretully and learned to use 

the new Mahler Epilator sofely and efficiently, 
then you con remove unwanted heir FOREVER 
MONEY-BACK GUARANTEE (Our 76th Year) 





MAHLER'S. INC, Dept 850C PROVIDENCE 15, RI. 











PROFESSIONAL SECRETARY 


Here’s a real challenge for the 
ambitious woman who wants to 
earn bigger pay, gain more op- 
portunity. All that’s needed is 
the proper training. 1.C.8. will 
send you 3 FREE books that 
show you how to prepare for this 
exciting career. No obligation 


Just mark and mail the coupon. 


INTERNATIONAL CORRESPONDENCE SCHOOLS 





Dean of Women Box 502068, 


Please send me 3 FREE books: (1) “How to Succeed,” 
(3) sample |.C.S. lesson 


© Professional Secretary ©) Good English 


Scranton 15, Pa. 


(2) Career Catalog, 


© Magazine and 











DC Advertising © Business M. Book | it 
© Retail Merchandising © Other__ 

Name 

Address__ — — 
City — Zone_ State —_ 
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Panel Edge Embossed 


a 25 FOR ONLY 
We pay postage — 
no other charges 


- 
c1¥ NEW EMBOSSED 
DEEP-SUNK PANEL EDGE 


Beautifully printed on luxurious silk 
finish, double-weight studio paper with 
panel edge—perfect as gifts to class- 
mates, friends, relatives . . . for school 
and job applications, etc. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 pho- 
tos from one pose—or $2 for 60 photos. 


—_ 











AER A 


ur Ss Sate 


Order NOW—from the largest mail 
PARENTS; order photo studio in the East. Satis- 


faction and quick delivery guaranteed. 


BOX 10 - NEW YORK 1, N. Y. 





FOTO PLUS 



























WEDDING CATALOG 


Everything for the Wedding & Reception! 
Invitations @ Gifts for the bridal party 
Table decorations © Trousseau items 

Unusual, exciting personalized items. 


ELAINE CREATIONS 
Box 824 Dept. E-401 
Chicago 42, Ill. 





Try this wonderful 
new way to correct 


typing errors’ 













JUST PAINT ON...TYPE | 
OVER! WON'T CHIP, 
CRACK OR PEEL. 


ATTENTION SECRETARIES AND STENOS 


Practice tests for all CPS exam sections. $10.00 
without dictation; $20.00 with. Mental ability, 
interest. aptitude, personality, business & civil 
service tests. $5.00 each. Job opportunities & re- 
quirements, private, gov't. foreign. Home-study 
courses, business, secretarial. civil service. Busi- 
ness Research Associates Inc., PO Box 7093, 
Long Beach 7, California. 


/ TRIAL KIT 
ONLY 

















oosesetelttt 


At your stationery or art supply store... 
or send $1.00 for Introductory Kit 


'GSONES 


into DOLLARS! 


NEW songwriters, poets share $33 millions 

yearly. Songs Composed, PUBLISHED, 

é. Promoted. Appraisal, info FREE from ES 

: 7 NORDYKE Music Publishers & 
FS 6000 Sunset, HOLLYWOOD 288, Calif. 


LITHO-ART PRODUCTS, 


Inc. i 
Chicago 13 J 





3401 Janssen Ave 

















NOW—BE LOVELIER THAN EVER! 
LADY WALTHAM JEWELED ELECTRIC RAZOR 


glistening Rhinestones and gleams with your very own 
ly, quickly, perfectly every time! Order NOW in your choice of POWDER 


WITH YOUR PERSONAL GOLD MONOGRAM! 
monogram of raised golden initials! Razor is truly a pre- 
BLUE or BLUSH PINK and indicate 2 or 3 raised gold initials desired 


| You've never seen anything like this! The new Lady Wal- ONLY 

i tham Electric Razor is luxuriously encrusted with genuine $ 95 
cision instrument exquisitely designed and guaranteed not 4 
to pull hairs or irritate. Whisks off superfluous hair smooth- 
Send remittance for only $4.95. Two Razors with different monograms, 
$9.50. Money-back Guarantee. 


09 Sos 
an z 


oe FREE if you order NOW: Additional Set of Golden Monograms for 
“ee use on compact, wallet, etc. 
: ae IMPERIAL MONOGRAMS, INC., Dept. 126 
i‘ ~ —F 150-26 HILLSIDE AVE. JAMAICA 32, N. Y. 
“~ eee 








ROCKING CHAIR’S GOT YOU—and the 


tools for any aspiring seamstress. Seat 
and back are pin cushions, strap on chair 
back holds scissors, 


cluded) 


needles and 


thread spools (in 
fit on arm pegs, drawer houses 
thimble. Natural finish, 8 
inches high. Send $4.45 to R. H. Fisher & 


Co., Dept. TS, 117 W. 21 St.. Norfolk. Va 





A WHEELBARROW for the 
in your life. She 
Play Pal” 


quered-pine wheelbarrow measures 30 by 


wheel” 
“Patti 
to carry. Lae 


“little 
can roll about 


who's too big 


13 by 10 inches. 
From The 


Easy to assemble, $4. 
Alice Williams Co., Dept. 80R. 


Box 336, Croton on the Hudson, N. Y. 
it 
TEETHING MAD? Don't be. Take a Denti 


Fountain Toothbrush with you and brush 
after every meal. Two-part gadget holds 


Aseodent cleanser in its handle. Yours 
for $1: refills, 50 cents each. From Gor 
don Laboratories Ltd.., Dept. TS, 112 E. 
19 St., New York 3, N. Y. (As we gave 


address in the January is 


are repeating the item.) 


an incorrect 


sue, we 
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—"5 ENGLISH you'sacxe 


have helped thousands of men and women 
who have not had college training in English 
to become effective speakers, writers, and conve 
eationalists. With my new C.1. METHOD you can 
stop making mistakes, build up your vocabulary 
speed up your reading, develop writing skill, learn 
the “secreta” of conversation. Takes only 15 minutes 
@ day at home. Costs little. 32-page booklet mailed FRE! 
Write TODAY! Don Bolander, Career Institute, 
Dept. E-1453, 30 E. Adams St., Chicago 3, Illinois 






TODAY’S SECRETAR} 











ee 








USINESS SCHOOL DIRECTORY 











ALABAMA 


HAWAII 


MICHIGAN 





MASSEY COLLEGE i 


scheduled 
from your first day in class. Write for, 


i 
i 
i 
: FREE opportunity bulletin T-3 TODAY! i 
| 
ae 


Your secretarial success is 


Birmingham 3, Alabama i 





CALIFORNIA 








CENTRAL CALIFORNIA 
COMMERCIAL COLLEGE 


Serving the Valley Since 1891 
Chartered by the State to 
Confer Degrees in Commerce 


1921 TUOLUMNE ST., FRESNO, CALIFORNIA 
Cc. S. BOWLBY, PRESIDENT 


















“HONOLULU % 
BUSINESS COLLEGE  < 
Oldest and Largest 


Business College in Hawaii 
Complete 
Day and Night School Curriculums 
accredited by the 
Accrediting Commission for 
Business Schools 





bikin raqicas 











SAWYER SCHOOLS 
Since 1916 
Secretarial—Accountancy—Automation 
Intensive Training for Top-level Jobs 


LOS ANGELES—PASADENA—NORTH HOLLYWOOD 
POMONA—LONG BEACH—SANTA ANA 


*e * 

















GRACE BALL 


SECRETARIAL COLLEGE 


San Francisco by the Golden Gote 
One-Year Executive, Legal, Electronicé 
Technical and_ Intensive 
Courses for college 
and private om ol graduates. 
= Bo pan ement service cae ny 
alog write to the Executiv 
retary. 32! —. vesegeed St., San Francisco 
tif 





ILLINOIS 








BUS. ADMIN.—AUTOMATION 
SECRETARIAL—ACCOUNTING 
Co-educational 
Latest in equipment and 
training methods. Placement 
service to graduates 


DETROIT INSTITUTE OF COMMERCE 
1308 Broadway Detroit 26, Michigan 











MISSOURI 








Shorthand Institute 


Noted for skilled professional training of Secre- 
taries-Court Reporters. Fast progress with pri- 
vate tutoring, choice of hours. Gregg or machine 
shorthand. Ask for catalog. Registrar, 511-T 
Locust St., St. Louis 1, Mo. 














NEW YORK 








CHICAGO COLLEGE OF COMMERCE 


27 East Monroe CEntral 6-3312 
Secretarial—Court Reporting 
Send for FREE Stenograph notes. 





Approved by National Shorthand Reporters Ass’n 











| a i ie. | 


GEM CITY | 
BUSINESS | 
COLLEGE 


Quincy, Illinois 


Write Director of Admissions 
for free catalog. 











MEDICAL-SECRETARIAL 


A challenging opportunity Sonny 


SCHOOL FOR 
MEDICAL SECRETARIES 


Approved by Son Francisco County Medical Society 
°©12 MONTH COURSE Write: Claude S. Yates 
© ACBS ACCREDITED | 1441 Van Ness Avenue 

S 3 San Francisco 9, Calif. 




















Secretarial Training and 
Nancy Taylor Charm Course 
Latest Office Machines and Typewriters 
Request Catalog 
Bernita Alderson, Dir. 
Certified Professional Secretary 
Brown’s Business College 
611 E. Monroe Springfield, Illinois 











MAINE 








THE ACADEMY OF BUSINESS 


“We Train’’ Secretaries, Stenos, Typists, 
Bookkeepers, NCR, Comptometer, Burroughs, 
IBM Keypunch, and PBX Operators. Rapid, modern 
instruction on Modern Office Equipment. 


Write Dept. M-6 for free information. 
372 South First St., San Jose 13, Calif. CY 7-3244 











AUBURN MAINE SCHOOL OF COMMERCE 
Business College of Distinction 
Co-educational 
Teacher-Training 


Accounting Secretarial 


Auburn, Maine 








V h. 1960 








MILDRED ELLEY 
SECRETARIAL SCHOOL FOR GIRLS 


227-229 Quail Street 


Albany 3, New York 











JUNIOR COLLEGE OF ALBANY 
Liberal Arts Business Administration 
Secretarial Science 
258 State Street Albany 10, N. Y. 
A Division of Russell Sage College 3 











PENNSYLVANIA 








BETHLEHEM 
BUSINESS SCHOOL, INC. 


Bethlehem, Pa. 
62 YEARS OF SERVICE 
IN THE LEHIGH VALLEY 











SOUTH CAROLINA 








CECIL’S BUSINESS COLLEGE 
SPARTANBURG, S. C. 
Golden Anniversary Year 


Modern Unique 1 and 2 Bedroom 
Apartments—Supervised 








Automation Institute Associate 








TEXAS 








GAIL COLLEGE.-- 


Pin : 100% 


GRADUATES 
EMPLOYED 





@ COMPLETE BUSINESS COURSE © OL 
@MEDICAL © LEGAL © COURT REPORTING 





BOX 980 ABILENE, TEXAS 
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Washington, D.C. 

.. “Operation Secretary,” the Veterans 
Administration study of boss-cum-secre- 
tary and vice-versa, has finally called in 
the bloodhounds and questionnaires and 
result of 
their sleuthing among some of the na- 


tallied up the answers. The 
tions most exclusive filing cabinets: 
1. Too much secretarial time is wasted 
on commonplace clerical jobs. 
2. Bosses should organize work to 
prevent this. 
3. Dictation 


time. 


machines would save 

1. Boosting the secretary to “personal 
assistant’ would also boost her morale. 

Last word on the subject was given by 
Clare Jennings, past president of the 
National Said 
Miss Jennings: “The education of bosses 
must start at the top.” 


Secretaries Association. 


. . . Parade magazine recently inter- 
viewed a “Capital” contingent of secre- 
taries and came up with these informal 
—and enlightening—comments: 

Rose Blakely’s boss is Thruston Mor- 
ton, the Republican National Chairman. 
He is also something of a contortionist 
(yogi style) who works best sitting in 
his office chair with both feet tucked up 
beneath him. 

Labor Secretary James Mitchell is a 
chain smoker—or so says his secretary, 
Dorothy Blondheim. He can be pursued 
effectively from office to office by any 
nearsighted employee who can see just 
enough to spot his discarded trail of 
half-puffed cigarettes. 


Marian Stilson is one secretary who’s 


familiar with baseball and batting aver-~ 
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Her 


Christian Herter, is a confirmed Boston 


ages. boss, Secretary of State 
Red Sox fan. 

Says Rose Mary Woods of her boss, 
“The gets 
impatient with petty little things but is 
very patient with important matters.” 


Vice-President Nixon: boss 


When bothered by a particularly tough 


problem, Senate GOP leader Everett 
Dirksen clears his mind by reaching 


for the nearest seed catalogue and order- 
ing some plants. “I guess the thought of 
growing them on his farm outside Wash- 
ington relaxes him,” says his secretary, 
Glee Gomien. 

of Min- 


nesota believes firmly in vitamin pills. 


Senator Hubert Humphrey 


His office is always stocked with a liberal 
supply, his staff continually 
help 


urged to 


themselves. Says his secretary, 
Violet Williams: “This may be a throw- 
back to the days when he worked in his 
father’s drugstore.” 

Busiest secretary of all, Ann Whitman. 
Her title: “a model of efh- 
ciency.” Her boss: President Eisenhower. 


unofficial 


Birmingham, England 

. . . is the site of a tall. brick build- 
ing with peaked gables. It is not the 
mysterious house pictured by Hawthorne 
or Poe, nor do strange and sinister ec- 
centrics lurk behind its walls. It is, in 
fact (and alas for the more romantic 
among you), the Edgbaston Secretarial 
Training College. 

Founded by Miss Kathleen Elliott in 
1947, the college is devoted to general 
secretarial courses with stress on steno- 
typing by the British Palantype method. 
(In stenotyping, speech is recorded as a 





phonetic transcript on a band of paper. 
Several keys are depressed together—as 
in playing chords on a piano.) 

Classes themselves are small by college 
preference, and the course may run from 
six to eight months. Pitman shorthand 
was recently added to the roster of sub- 
jects. 

Whatever the 


typing—mistakes do 


method—shorthand or 
Here are 


some samples collected by Miss Elliott: 


occur. 


“On the 21st December we landed at 
Columbo where there was a bus (buzz) 
of activity and good humour.” 

“She could not see any body on the 
terrace (anybody).” 

“So said an eminent spychiatrist re- 
cently.” 

“The coffee can be made with water 
or mink.” 

“Yours respectably,” 


Squaw Valley, California 

will play host this winter to the 
1960 Olympic Games and an IBM Ramac 
305. The participants and spectators of 
the games may have come for pure en- 
joyment: not so the formidable Ramac. 
Beneath the 


of its metal chest beats the mechanical 


nuts, bolts, and whatnots 


system of your true scorekeeper—a 
speedy and capable replacement for the 
inefhcient humans. 

No more will officials skim through 
reams of complications or trip over the 
multiplication tables while the fate of 
nations hangs in the balance. Ramac, 
smooth and unresponsive, will be calcu- 
lating—in seconds and minutes. Athletes 
and audiences will receive a minute-by- 
minute accounting of the official scoring. 
and the cheers will rise or fall accord- 
ingly. 
reaction, 
Ramac will chug relentlessly on. 


But whatever the human 


And All Across the U.S. A. 


. . . the average cost of the business 
letter is soaring. 

The latest survey by the Dartnell Cor- 
poration, a Chicago research publisher, 
shows an increase of 13 cents in costs 
since their last investigation. New total: 
$1.83. 

This figure may not be startling—until 
you multiply it by the number of letters 
you write. If you dictate 30 letters a day, 
correspondence costs $48.90 daily. Multi- 
ply this by an average of 22 working 
days a month and the sum is $1,075.80. 

Annually then, it costs $12,909.60 to 
write 30 letters a day. 

Communication isn’t cheap. 
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Save trips to the pencil sharpener! Use new “F” (Firm) degree MONGOLS by EBERHARD 
FABER. Here’s the one degree lead that’s not too soft, not too hard—yet writes a rich 
black line and stays sharper longer. And to suit every writing need, MONGOLS come in 
all the popular lead degrees—very soft, medium, hard and very hard. The world’s choicest 
graphite and clay make MONGOLS the finest lead pencil a few cents can buy! From 
Pink Pearl Eraser to smooth black point, MONGOLS are “pencil perfect” from end to end. 


Contact your nearest stationery supplier for MONGOL pencils by EBERHARD FABER — 
your one source of supply for ail writing needs. 


EF) EBERHARD FABER 


Reg US Pat Off ang Orne oe Wilkes-Barre, Pennsylvania-New York-Toronto, Canada 





“hotographed at the Arthur Murray Schoo! of 
Dancing + Dress by Frank Adams of Deb Time 


er , 
e 


_— 





thanks to her RemincTon® Electric Typewriter 


And no wonder-—electricity does the work— 
helps today’s smart women of letters turn out 
such truly beautiful work in so little time, 


with so little effort and so pleasing to the boss. 


Remington. Fkand 
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